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Signing on the CRT 



Depending upon the model, turn on your CRT by pushing the button on the lower left corner or turning 
the dial on the left side of the terminal. A Sign On Screen will appear. 

C — - — — : — - — 1 • ■ n 

Sign On 

System- : DEV 

Subsystem . . . . : :QOP 

■}^y[::--^;-.:--_ •: .-.Display. DPPGM4S1 

•'. ■ • ;y -v.v .v.-.-..' '•- ;: ■;■ "■> ■•^USftC.'- ^'-"::-.-*' -■■.».— ■» ■ ■,.•.'.:.■»■/.:.».■...'«.■..:..• .■..:.»■...■..«.,.■:■■«■■ ■■" ■ ■*• ■■ ... .... 




If this screen does not appear, call Network Services at 1-800-416-8000. 



The cursor will be positioned in the "User" field. Key GP plus your Group Number (GPXX) [Field Exit| 
The cursor will position itself in the "Password" field. Key GP plus your Group Number (GPXX) | ENTER | 
These are blind fields - the letters and numbers will not be visible as they are keyed. The EC ARS Main 
Menu Screen will appear. 

NOTE: If you are in a regionalized Group, you should key GP, plus your Group, plus your Region Code 
(GPXXX) Field Exit. (Ex. Group 32, region D = GP32D). 

From the EC ARS Main Menu, press CMD 24 = Jump. This will take you to a Pop-Up Window, "X" Enter 
Request. The Enter Request Screen will appear. 

NOTE: CMD 24 = JUMP IS NOT AVAILABLE IN THE TRAINING SYSTEM. 
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ENTER REQUEST : DEV • 
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The Enter Request screen is used to access all Direct Entry and Inquiry Programs. Direct Entry programs 
are those that allow data to be keyed to enter/update/change information for reports, rental tickets, etc. 
Inquiry programs are those that allow the user to view only specific information such as unit information, 
A/R's (Account Receivables), Etc. 



CMD 24 = Jump: Used throughout ECARS to access the Jump Window. This allows you to transfer to 
the other programs quickly without exiting your current program. 
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ECARS Training Menu 



To access the ECARS Training Menu, key AART01 at the Enter Request line | ENTERj The following 
screen will appear. 



ECARS - ENTERPRISE COMPUTER ASSISTED RENTAL SYSTEM 

11 - Reservations 

12 - Callbacks 



CCRTMU-A 



1 - Open A Ticket 

2 - Correct A Ticket 

3 - Switching Units/ 

Changing Rates 
5 - Closing A Ticket 




15 - Cash Management 



(TICKET SERVICES) 
10 - Open Ticket X-Ref 



Name 



Or Ticket# 000000 



Option! D# 000000 Branch GM 



Name 



SSN#_ 



Res# 



ST/PROV 



Cmdl«Exit Cmd8=Lease Cust 



The ECARS Training Menu consists of the most used options in ECARS. Each of these options will have 
a corresponding exercise in this workbook. 



Option 1 - Open a Ticket: 

Option 2 - Correct a Ticket: 

Option 3 - Switching Units/ 
Changing Rates: 

Option 5 - Closing a Ticket: 

Option 10 - Open Ticket X-Ref: 

Option 1 1 - Reservations 

Option 12 - Callbacks 

Option 15 - Cash Management: 



This option is used to open the majority of rental tickets 
in the office. 

This option allows you to correct and/or add information 
such as an additional driver, claim number, etc. 

This option is used to switch units and/or change rates. 



This option is used to close all rental tickets. 

This option allows you to "look up" an open ticket to 
retrieve basic information. 

This option is used to create, view, update, transfer, or 
cancel Branch Rental Reservations. 

This option is used to authorize or extend rental tickets by 
the type of callback. (For example Body Shop, Service 
Department, Insurance Company Adjustor, or Customer.) 

This option allows you to balance the cash summary and 
make deposits. 



CMD 1 



CMD 8 



Exit to Enter Request Prompt. 

Lease Cust. Information about renting to Lease Customers. 
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ARMS - The Automated Rental Management System 



ARMS is the communications system that links certain insurance companies or service providers directly 
with Enterprise to exchange data electronically through the computer. 

ARMS allows insurance carriers to automatically reserve vehicles, confirm reservations, prepare invoices, 
obtain authorizations and billing extensions. ARMS allows Enterprise to provide a higher level of service 
to insurance companies and their policyholders and claimants. 

ARMS reservations and tickets can not be accessed through the training system. Please keep in mind that 
when you are on the real system, you may notice some slight differences with ARMS tickets. 
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Congratulations! 
You have now successfully completed the ECARS Workbook! 

If you feel uncomfortable with any of the options, or just feel you would like a little more practice, you 
may open and close tickets, switch units, change rates, etc. in the ECARS Training System until you feel 
you are ready to go "LIVE". 

The following list of Error Messages are the most commonly seen while completing the ECARS 
Workbook. You may refer to them any time you need a more detailed explanation than is displayed on 
the screen. 



Accept or Recompute?: 
Additional Driver?: 
Additional Driver Name Required: 
Charges Do Not Balance: 

Confirm Date/Time Out: 
Confirm Unit To Be Rented: 

Date Out Invalid: ; 
Rental Type Invalid: 

Renter Name Invalid, Last*First*: 
Time Out Invalid: 



Key A-accept or R-recompute to accept charges as they 
are, or make changes and recompute. , 

The field for additional driver has been left blank. Key Y 
orN. 

The field for additional driver has been marked Y, but no 
name has been supplied. 

The payments that have been keyed do not balance to the 
amount due. Only Balance Due amount should be 
receipted. 

Date and Time keyed is not the current date and time. 
RALPH needs confirmation. 

Unit rented on another ticket or may be owned by another 
Branch in your Group. Always has a message explaining 
the problem. 

Date out has been keyed incorrectly, or field left blank. 

Rental Type field has been left blank, or rental type keyed 
is not valid. 

Renter name has not been constructed correctly. 
Time out has been keyed incorrectly, or field left blank. 
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EXERCISE 1 RESERVATIONS 



Exercise 1 will guide you through Option 1 1 - Reservations - to create, view, update, transfer or 
cancel Branch Rental Reservations. This option is very helpful in providing the branch(s) with better 
customer service, pickups, and deliveries. 
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ECARS - ENTERPRISE COMPUTER ASSISTED RENTAL SYSTEM 



'■ IV— ^0£en#A- T icket 
; ,2.. - -Cbirrect A Ticket 
-Switching Units/ 
^Changing Rates 
;?5 — Closing A ^Ticket 



{TICKET SERVICES) 



^) - Reservations 
12 - Callbacks 
15 — Cash Management 



CCRTMU-A 



TRAINING 
SYSTEM ■ 



? v : 10 ; :^ ;:: Opeh^:Ticket::X-Ref 

— ' 



r Option^ . 



Name: ••■ - ■ V-:- 
00000 0 Branch AC 



Or .Tickets 000000 



Name; 



Home Phone # (.. 



Res# 

ST/PROV 



Crodl-Exit -CmdB-Lease Cust 



On the ECARS Training Menu, key Option #1 1 I ENTER I The Reservation Menu Screen will 
appear. (See example screen on the following page). 



NOTE- You can key as little or as much information that is available when taking.the reservaooa Any 
irrigation keyed into the reservation will automatically forward to the open ticket, saving you time when 
the renter is in the office picking up a vehicle or waiting for a "Pick Up." 

To update a reservation, any information keyed may be changed by keying directly over that which is 
displayed. Information may also be added or deleted if necessary. 
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Reser vation Menu K '^~ 



f ECARS RESERVATION SYSTEM AARSOl-A 

Select one of the following: _ 

« Have you tented from us before?" (Optional) 

1 Create a New Reservation Home Phone * ( > ~ — — _ f 

DL# ST/PROV 

2 View Reservation ; for Customer Name . bv GPBR ^ °* GP _ 

3 View Reservatioti for .Date 061694 by GP.BR PPGM or GP _ 

4 viev ;By . Reservations R 



5 View By National Reservation* 
V F3==Exit F7"AAI 



There are five categories to the Reservation Menu. ■ rt : ' u 

1 Create a New Reservation: This is used to speed up the process of Opening a Ticket-Optional , by 
« puUingforv^aUkeyedreservanon^^ Key the Home Phone Number or Drivers 

^ License Number and State or Province in the spaces provided. "The previous renter »nfo^tion will pull 
1 2 forward to the reservation you are creating, if the customer has rented within the past year ONLY. 

/n NOTE: The Home Phone Number and Driver's License Number fields are optional. Ifthesefieldsareused. 
? u ^ulho"uld verify accuracy of the pre-loaded renter information, e.g., current address, phone, and driver s 
C3 license information. 

h IMPORTANT! RALPH will automatically check the "Customer Warning" file for all previous renters If a 
jO renter appears in this file, a WARNING SCREEN will display If this happens, consult with your Branch 
- 4 Rental Manager for your Group's policies 

to 

° 2 View Reservation for Customer Name: This is used to display reservations by renter name for a 
4 J specific Group/Branch or Group. Additional comments are shown under the Group/Branch reservations 
option, but comments are NOT shown under the Group Only option. 

3 View Reservation for Date: This is used to display reservations for a specific Group/Branch or 
Group by pickup date. Additional comments are shown under the Group/Branch reservations options 
but comments are NOT shown under the Group Only option. 

4. View by Reservation Number: This is used to display a reservation by the reservation number. 

5. View By National Reservation Number: This is used to display a reservation by the National 
Reservation Number. 

From the Reservation Menu, key X next to Create a New Reservation and key your Home Phone Number, 
lENTERl to prompt the associated screen as described on the following pages. 
*ln order to simulate a "live" Reservation/Rental Ticket for your Group/Branch location, create 
your own data for fields that are not specifically instructed throughout this workbook. 

Page 1-2 



Category #!-Create a Ne'. nervation 

. ^ Screen I ^ 
— " N 

| BRANCH RESERVATION NUMBER 100003 1 Print {Y or N) (5T) CCRS01-A 

1 Pickup Branch PPGM 7 

Enrp# m 



r 



2 

Name 



(LAST* FIRST*) SSNfiL 



PICKUP: Date Tims RETURN: Date_ 

W/in P/up _ Deliver _ CWC _ Comment 



1 4 

I PHONE: Home _J J Office_( \ 

| . .. Other _J * Description 



j r/B/D/R/C/O _ Source Cust8 ID 

BILL TO: Direct Bill (Y or NJ _ Credit Card _ Cash/Check _ 

Bill To Custfr or Name (COMPANY**) 

- Attention ZZIZ Auth Until "** ^ 

< CIAIMlt/Pol/Po Date of Los 5 

1^ (C/Claimant, I/Insured, T /Theft) Insured 



I CAR TYPE: Class _ .Type _ Ui3 Comment 



PATE QUOTED: S Comment 



Fl=Exit F2=Cust List F4-ID List F5= Rates /Rules F8*=More Info 

' .' F9*Trans f er F12=Previaus F13=Insurance Fl5=Res Notes 

F21~ID Rntr F22=Clear Rntr ID F23=More Keys ^ J 

The^Reservat ion "Screen is very similar to that of Option 1 - Opening a Ticket. 

1 . Key your five-character employee number at top of the screen. 

2. Key Renter's Name (pretend you're the renter)-Last Name* First Name* and Social Security Number. 

3. Key rental pickup, date/time, and rental return date. Use today's date for both pickup and 
return date. Key X to selec t either: W/in = W alk-in, P/up = Pickup, Deliver = Delivery, or 
CWC = Customer will call ! TAB RIGHT I to space provided for additional comments, if needed. 

* 4. Key Renter's phone information. I TAB RIGHT | to description field for any comments, as needed. 

5. Key Rental Type "I" - Insurance. The other rental types are B=Body Shop, D=Dealership, R=Regular, 
C=Corporate, orO=Other. Key "STATE" in the Source Cusr# field. Press F2=Cust List. A Branch List 
appears. If there are no choices available, press F8=Group for a group list. Key "X" next to a State Farm 
Office. This automatically forwards to the Source ID List Screen (see page 2-3). Key "X" next to the first 
adjustor name. 

Key Y-Yes to set up a Direct Bill. Key "X" to select payment type: Credit Card, Cash/Check. For 
the Bill to Cust# use the F2<3ust List Window key, again. "X" your name on the list. Key "X" 
next to 999 UNKNOWN** on the Source ID Screen. NOTE: If your name is not on the list, key 
999999 as the Bill to Cust# and type your Last Name* First Name* on the name line. Key 999 as the 
Attention ID and key your name on the Attention Line. Key the Auth Until Date (use today's date), 
the Maximum Dollar Amount per Day Claim/Pol/Po#, Date of Loss, Type of Loss, and Insured's 
Name. 

Screen description continued on the following page. 
Page 1 - 3 



6. Key Car Type and Class Type, use F16=Car Types. Key rental rate you quoted. | TAB RIGHT 
to comment fields, as needed. 



7. I C 1 | to move cursor to top right of screen. To print a copy of the reservation, key Y-Yes, 



fi over default N=No. 
^* NOTE: The function keys will be discussed in detail, starting on page 1 -5 . 

Impress I ENTER I to accept the information keyed a nd advanc e to Screen 2. If ERROR MESSAGES 
tQ display, make any necessary corrections and press 1 ENTER I again. (See the section on ERROR 
f U MESSAGES page VTJI, for more information). Repeat this procedure until Screen 2 appears. 



* - Screen 2 



,,,_jBRjiirc . Print IY or N) CCRS01-.B | 

M r V-.v-:::W:: VV"''"'^ • ';Name -.LAST*. FIRST* -. . ; I 

j a j ■ : - V : .< \ -.pickup "Branch PPGM ... j 

|3 l\--^HQgt^Cust# " Va • Kame . .• ■ ' ■ •■ - • " Attn;; 



Car,Ye« ~ ; Make /Model ? - • ■ ■• • : -■ . *n oneg. ( 000 ) 000 - 0000 j 

| ;:.;;;;;:,„;:, :;;.„„. ... , ..... ,;. — — — _ -• — : ; — t~- , :; J 

j ^^«e.: r ' =?'"''• r'"^- ' •' '•" ''' ' ' giXghtr'. "'• ' ". •". Arrival Time ; , ' / } 

: :>;•••.•: / State-; j-v.:T2ip> ^ : - ;■= - ,:■ | 
IJ^orej^ } 

I ; -lETO VireSEKyMI^ "■• . " ..... — : • 1 

j [ ';■ — ■ — ■ : : — 1 — "| 

" ':'£X=&x^^Z& \ ' ;SHi=^s t:- -^Li 6 1 ' F5 - Ra te s / Rul es F7=AAI ;-■ • F8=More Info | 
'?F?^r^nsfiiiA . ,.F14=Credit Chk .-F15=Res .Notes . 
^i«rbhkrlt;r^ IB ' F23~More Keys ^ y 

1. Key shop information: Customer Number, Shop Name, Shop's contact person. Year of vehicle being 
repaired, Make/Model and Shop's phone number. 

Z- Key Airline information if applicable: Name of Airline, Flight Number, and expected Arrival Time. 
3. | 4— I |to key Customer Information: Age, Current Address, City, State, and Zip Code. 



4. 



and key X to select "Callback Type" B/S=Body Shop and ADJ- Adjuster 



TAB RIGHT l o comment field, as needed. This field is used when selecting RES=Reservation, 



ONLY. 



5- I C 1 I to move cursor t0 t0 P "S* 11 of screen. To print a copy of the reservation, key Y-Yes, 
over default N=No. 



Do NOT press 1 ENTER | . Use the following pages to help you understand the function keys. 
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FUNCTION KEYS FOROPTION 11 - RESERVATIONS 



Listed on the bottom portion of each screen are several Function (F) keys. Each one performs a function 
that may be used while creating or viewing a Branch Reservation. 



Fl = Exit . 
F2 = CustList 



Allows you to cancel a new reservation. While viewing a reservation 
you can exit to the Reservation Menu Screen. 

Displays a list of customer names and numbers that are to be used for 
sourcing. See example window below. 



q 
in 



10 

fir 



if* 



GPBR, '1520/ 
;, -kB6» ition -£fco -description : 



Branch -List, 



<■ -Type ^options r repress '.^tct - : - ' 
:i«S elect ': 5»Dispiay 

.Opt Cust# Description 

■ -G08 4 33 " - . UNION** 
: ~ '-G0S246 AEROSPACE CREDIT UNION** 
. ~ K00QQ5 ;AI,VIN JACKSON USED CARS** 
i V:"^:: ?K0017I ■ :-- AMERICAN : AUTO MART** 



SMS002A/C1 



State 

IL 

MO 

MO 

IL 



■:;;F2!=Iteta^ F7=AAI F8«Group 

; : Fl2«Previoufi; Roll^Forward/Back 



Phone 

618-555-8877 
314-555^0050 
816-555-127:7 ; 
618^555-6688. 

■ + , 



F10=State F11«A11 



You can press F2=Details again to view a detailed branch list . The detailed list includes the customer name, 
address, and phone number. This is handy if you are trying to locate a specific customer who has multiple 
locations or if you need to contact the account in questioa 

Key tt 1" in the Opt (option) field to select a customer number. The screen automatically forwards to the 
contact screen. See example window on the next page. 
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MIDWEST 

GPBR 7799 
Position to: 



Contacts 



SMS005A/01 



Type options, press Enter 
1 ^Select 

Opt Name 
_ .JOHNATHAN, MARTIN 
• ; : ;WILLIAM r COX 



E11187 A.C.P.S.E. CREDIT UNION** 
1444 MAINE STREET ' 
QUINCY IL 6230L 
618-534-3300 618-435-4455 



Opt Name 



F3-Exit 



F7«AAI 



F9«Add 



12«Previoua 



Rol 1 =Fo rwaxd/ Ba ck 



Key " 1" in the Opt (option) field to select the contact person. The screen automatically returns to your 
reservation with the customer information loaded into the appropriate fields. 

NOTE: F9=Add allows contacts to be added in the Contacts screen. Check with your Branch Rental 
Manager on your Group's policy for adding contacts. 



F4 - ID List Displays a list of DO numbers for individual adjusters, agents, etc. for 

each customer number. 

F5=Rates/Rules Displays rate/rule information for that particular branch. 

F6 = Units Avail NOTE: This function key is available on Screen 1 but only displays 

" when F23=More Keys is pressed first. Displays a list of Branch Vehicle 

Units available to rent. See example window below 



UNITS HOT RENTED - 7799 T Next Unit \ 

I Next Branch J 



1CCRAJ6-A 



X=Unii History T=TJnit Transfer?.. 

• imi*-* licon.*-* BB XR Make -Modi Sera Color SHP :iMt-UK»t*on 

• DC0004 .BC0004 . 94 PONT SUNB 20R ;. ,*ED. V , v . TJIO ■ ■ . 

~ BC0006 DC0006 94 PONT SONB 4DR : WHITE OIL CHANGE 

Fl^Exlt ^ F7^AI : - -^Bnter^witinue^^BmaaCK No tfaita Available « * 



To view other Branch "Units Not On Rent" just key me desired branch number in the upper right hand 
nd l EOTERl . Available units wUl display. TTiisishelpnilfortransf^^ 



corner and 



NOT £ ; Thi s function key is available on Screen i but only displays 
• w hen F23=More Keys is pressed first. Allows access to inquiry Programs. 
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F8 = More Info ; Mlows you to key additional renter infer ' " ron fort he reservation. 

^ - See example screen below. 



1 MORE INFORMATION 

Renter tiame KING' CATHY* 

Renter Drivers License S"" . _ - Exp ^.V 

DOB Height Weight eyes 

Employer , — — 



* Additional Driver (Y c: H> _ Driver Nam* _ 

Age 



Address 

On v-rs Licen.se 



State Exp Sate 



3 Out Of State (Y or tit 



4 



Bill -To Name 

Attention 

Address ■ 
City 



(Company Name"*} 



Phone { > 
State Zip 



5 s „«o,,im« ««•'■ , nck^ Oat. *f7i,n i.= oc .M 



Calendar 



24 Hour _1 Specials 



00 /Hour .00 /Day -00 /Week .00 /Month 

Mileage/ 0 /Kile After 0 /.Day 000D /Wee* 0000 /Month ..-Ho Chg 

Drop Chg. Drop ..Location ; : 0 

Dmg Waiver ' . ;00 . /Gary fiAI -.0:0 -/Oay;.-. 

rS-Ratea/Rules F7-AAI F12-Previoua £nt«r-Updat* ■ 



Remember, all information keyed here will automatically transfer to the Open Rental Ticket to save you and 
the renter time. 

1 Key Driver's License Information and Current Employer's Name. 

2. Key Additional Driver Information: Name, Address, Age, Driver's License #, State, and Expiration 
Date. 

3. Key Y=Yes, or N=No, if the rental will be going out of state. If yes, key all associated states to which 
renter plans to travel. 

4. Key "Bill To" Information: Company Name, Contact Person, Address, Phone Number, City, State, and 
Zip Code will be pre-loaded, if valid Customer # is keyed on the first Reservation Screen. 

6 . Pickup Date and Arrival Time will display, if keyed on the first Reservation Screen. Key new 
Date and Time to start charges, if applicable. 

6. Key X to select billing type: Calendar or 24hr, and Specials, if applicable. 

7. Key Rate Information and any Discounts, if applicable. 

NOTE' This screen is edited in blocks. For example, if the Driver's License Number is entered then the 
ii^xpiration Date, and Birth Date are required. Follow displayed ERROR MESSAGES to guide you 
as you go! 

F9 = Transfer Allows you to transfer a reservation to another Branch within your Group 

This is helpful for location purposes and availability of units. It also 
allows you to transfer ARMS Reservations to another Group. 

F12 = Previous Return to previous screen. NOTE: IfFl 2 is used, any updates just keyed 

will NOT be saved. 
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Fl 3 = Insurance Allows access to enter any insurance information when reservation is 

created. See example screen below. 



RENTE* T a INSURANCE INFORMATION 
Rente* Name SHITH*LYNN* 

i 


CCRS06-A 
RES* 100003 


Carrier 






Acrent Phone* 
Policy* 


Exoires 




Collision Deductible $ 


Assigned Risk <Y 


or N) 


Coxmreiiensive Deductible $ 


Lienholder Policy 


(Y or N) 


Liability : <Y or Ni 
Verified ,Bv 


<f rom ins . co) 




Verified By En^loyee # 


(from Enterprise) 




3- ; ;. : rj^jnxTICNAX DRIVER INFORMATION j 
Carrier 




Aerent -Phone* 
Policv* 


{ > - 

Expires 


or K) 


CaXtisian Deductible ^ 


Assigned Risk (Y 


Comprehenaive Deductible $ 


Lienholder Policy 


(Y ar m _ 


Liability .; ;.(Y -or N) 
Verified By 


(from ins. co) 




Verified By Bnployee # (from Enterprise) 
Cmd"7«AAI Cmdl2=Previoua Enter~Update 





1 . Key Renter's Insurance Carrier Name, Agent Name, Phone Number, Policy Number and Expiration 
Date. 

2. Key policy deductible for both Collision and Comprehensive. Key Y=Yes, or N=No, if it is an 
Assigned Risk Policy or a Lienholder Policy. Key Y=Yes, or N=No, if Liability coverage is active. 
Key contact's name at the Insurance Company who verified coverages. Finally, key your 
employee number as verifying all keyed information. 

3. Repeat the same process for the Additional Driver as explained in step# 1 and #2, for the renter. Key 
all Carrier and Policy information, as needed. 

NOTE: This screen is edited in blocks. For example, if the policy number is entered then the expiration date 
is required. Follow displayed ERROR MESSAGES to guide you through the screen. 

♦After you press I ENTERl , to print the Rental Ticket, insurance information keyed here remains on the 
screen to be handwritten onto the Rental Ticket. After you exit from the above screen, this information can 
NOT be retrieved. 
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F14 = Credit Chk NOTE: This function key is ava' - and displays when F23 -More 

Keys is pressed first. Mows acce^, *o enter valuable credit information 
when the reservation is created. This is helpful to determine money 
deposits or rental approval. See example screen below. 



CREDIT CHECK INFORMATION CCKS07-A 

RES* 100003 



Name SMITH *XYNN* : (LAST*FIRST*) 

Street j . 

City St 2ip 

Hornet ( 000 ) 000 - 0000 Of£ice# ( 000 ) 000 - 0000 ext 0000 
Other* ( 000 ) 000 - 0000 

SSK# .000 00 0000 DOB 27 

Length of -tine at present address yra mos 



5 Print (Y or Nl < 
6 Credit checked^ 



2 Length of Time 
Curr Enployer Position _ »« 



q 
m 

7- 



P.rev Street " 

Addrl City • - at _ *iP -y" 



prev Street _ _ 

kddri: City, ■ - - St *1P — yrs — 



Spouse's Name 

employer _ ■ Position _ V" — 



Cmd*7-AAI Cmd 12 -Previous Enter-Update 



h Information keyed here will not appear on the Open Rental Ticket. This is reference information to be 
CO viewed whhin the reservation system. 

M 1 Key Renter ID information: Name (Last Name*First Name*), Current Address, Phone Number(s), 
Social Security Number, Date of Birth, Age, and Length of Time lived at the above address (Years/ 
Months). 

2. Key Current Employer Name, Current Position Held, and Length of Employment (Years/Months). 
. Repeat the process for previous employment, as needed. 

3. Key Previous Address(s), and Length of Time lived at each location (Years/Months), if applicable. 

4. Key Renter's Spouse Name, Current Employer Name, Current Position Held, and Length of 
Employment (Years/Months), if applicable. 

5< Key Y=Yes, over default N=No, to print a copy of the Credit Check Screen 
6. Key Y=Yes if credit has been checked. 

NOTE: Follow the policies set by your Group when creating a reservation. You can enter as much or as 
little of the credit information appropriate to the rental situation. The entire Credit Check Screen is optional. 
Ask your Rental Branch Manager to review situations applicable for Credit Check information to be taken. 
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F15 = Res Notes 



Allows specific notes to be viewed concerning the rental reservation, 
e.g., directions for pickups or deliveries, special requests, or car 
preferences. This is helpful in providing better Customer Service. See 
example screen below. 



DEV RESERVATION NOTES 


CCRS08-A 




2 RES # 100964 






Print IY or 


Renter Name :IAST*PIRST* 

.: .".I • - 










Moxe. *.» 






























:Cmd7*AAI Cinil2 "Previous .:Enfcer«Update 





<0 



is 
■« 
a 



Information keyed here will appear on the Open Rental Ticket. This is reference information to be viewed 
within both the reservation system and in opening a ticket. 

1 . Key information on space provided such as car preference, contact person for authorization or 
extensions, etc ... key any changes over existing information. You can shift/roll for additional lines. 

2. Key Y=Yes, over default N=No, to print a copy of the Reservation Notes Screen. This is especially 
handy for directions. 



F 1 6= Car Types 



NOTE: This function key is available but only displays when F23=More 
Keys is pressed first.Displays a list of "Car Codes" to describe the rental 
vehicle Class and Type requested for the reservation. See example window 
below. 



Car Types: Select 


one from each column 


CLASS" •;' 


. TYPE 


M-Kini 


C-2/4 Door 


E -Economy 


B-2 Door 


■ ' c-Compact 


D-4 Door 


. I - 1 jit b ttaed iat e 


X-Sp«ciai. 


. , . S-Scandard 


S-Sports 


- F-FtiUaiw 


1 .■ • :"■?-Coftvectibl«-' 


p -premium 


•..: i .^^-Wagon■•.:. \ 


t-r Luxury 


' v-van 




F-4W Drive 


( Class/Type _ 




Smdi-Exit Cmdl2*Prev Enter-Continue 



Select one category from the CLASS Column and one category from 
the TYPE Column. Key selections on the CLASS/TYPE field provided. 
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F21=ID Rntr 



Allows you to to locate previous renterV.^rmation without exiting the 
reservation. See example screen below. 



CENTRAL 



ID Renter 



FQS040A71 



DL# 



St/Prov 



Home Phonefl ( ) 

Name (Last) 



(First) 



Note; Drivers license number and St/Prov or Home Phone number are 
required. Name is optional. 

F12=Previous 



Key the Renter's Driver's License Number and State or Provence OR the Home Phone Number 
(required). The Renter's name may also be keyed (optional). If more than one match is found, the Renter 
ID Selection screen appears. See example screen below. 



CENTRAL 

Searched by: Phone Number 
D/L# 



Renter ID Selection 

( ) " . 

St/Prov 



FQS010A/1 



Position to: Name (Last)^ 

Type option, press ENTER 
1=S elect 5= View 

Opt Name 

SMITH *KEVIN * 

_ SMITH* RALPH* 
' _ TAVERS* JOSEPH* 

_ TI FT ON * ROBERT * " 

F3=Exit F.12=Previous 



(First) 



Street Address 


St 


Zip 




123 HARRISON 


MO 


63101 


5664 


467 M0LOKAI ROAD 


HI 


97895 




4223 VERLAINE AVENUE 


WI 


39667 


7421 


506 VIENNETTA DRIVE 


LA 


70460 


6531 



Search the screen to see if the customer is on the list. If the custome r's name do es not appear on this 
screen, key the driver's name (Last/First) in the Position to field. 1 ENTER I. The n ame keyed appears 
at the top of the list. Key "1" in the Opt (option) field to select a customer. |_ENTERj The customer's 
information is protected and loaded into the appropriate fields. 

OR 



Key "5" to view customer information in greater detail. I ENTER 1 The Renter ID Detail screen appears. 
See example screen on the next page. 
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CENTRAL 



Renter IP Detail 



FQSOSO-A 



C3 
in 

I* 

m 
fu 

: 13 



13 

I* 

CO 



Name (Last) SMITH 

Street 125 HARRISON 

City ■ SIKESTON 

Home 
Office 
Other 



(First) KEVIN 



ST MO ZIP 63101 5684 



(573) 555 - 1549 
(573) 555 - 9854 
( ) 



Ext. 256 
Ext. 



Employer PIGGLY WIGGLY 



Description 97WHTCHVCOR5 



DL# 849-86-5468 



Height £ 08 



'T12">CieviQUs 



ST MO Exp 021499 SSN 849-66-5468 

Weight 300 Eyes GREY Hair BROWN 



-3 The Renter ID Detail screen displays detailed information about a specific c ustomer. V iew this screen 
* 3 before selecting the customer to ensure the appropriate person is selected. I ENTER | to select this 
customer and continue with the program. 



F22=Clear RntrlD 



Allows you to clear existing customer information from all reservation 
screens so new information can be keyed. 



F23=More Keys Allows you to display function keys that are not shown when the screen is in 

the original display mode. 
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I ENTER 



to accept your Reservation. 



******************************** 

You have just created a Branch Reservation! For additional practice, open another reservation using 
the following information: 

Use your favorite celebrity's name for the renter's name 
Do NOT key . a Social Security Number 
Use today's date as the pickup and return date 
Make it a Bill To of "N" 
Make it a Callback type of "Cust" 



43 Be sure to key in all necessary information to make a complete reservation, using the above data plus your 
own chosen information. 

^= . ■ 

m 
#* 
to 

ito C3 ******************************** 

i 

Turn to the next page to learn how to view a reservation 
by Customer Name/Group ; 
(Category #2) 
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Category #2- View Reservation for Customer Name/Group 

To view a customer by name, key Customer's Name in the space provided on the Reservation Menu 
.Screen, #2. Your Group/Branch will already be pre-loaded. A list of reservations will appear in alphabeti- 
^-cal order - starting with the Customer Name you requested. See example screen below. 



RESERVATIONS FOR GPBR PPGM 



■2. CCRS02-B 
Print (Y or N) (n) 



Next Cue toiner 



3 



: :;:!C^sta^ter:^Halne"•• : " l; : : ^ 



Date 



Time 



Res# 



€/lS/94 200 PH "100002 f 
6/15/94 400 PM 100005 



Car 
Type 

: ^FCAR 



Status 



DEL 
DEL 



Rental 
Type 

I 
B 



Ol 



I ^^;WITT*MIKE* 



~ ( PLEASE MEET HER AT AL'S AUTOBODY 

6/16/94 900 AM. 100006 ICAR/ W/IK 



1 ^ia=^it:^ : F7=AAI VrE12= Previous ^Screen R611=Forward/Back 



A. 



This screen displays a list of all current and future reservations for your Group/Branch or Group. You can 
view a specific reservation by keying X next to the applicable Customer^Iame. 

1. Displays Customer's Name, Reservation Date, Time of Arrival, Reservation Number, Car Type 
requested, Rental Status, Rental Type, and Com ments, if a pplicable. To view a specific reservation, 
key X o n the line n ext to the Customer's Name. | 4— J | to m6ve cursor down the list of names, as 
needed. 1 ENTER | to advance you to the selected reservation/s) screen. 

2. 1 ^ — I | to move cursor to the top of the screen. If you want to print a copy of the reservations 
listed, key Y=Yes, over default N=No. This is a helpful tool for the office to prepare for future rental 
demands. 

NOTE: This display can also be selected on the Reservation Menu Screen, #2 by Group. When only a 
Group is selected the reservation comments are NOT shown as it is in the above example. 

Reminder! Scroll forwaroVbackward to view all Customer Reservations. To make a revision, key X next to 
the applicable Customer Name, press I ENTER 1 and make revisions as needed. 



in 



U 4— 1 I to move cursor to the Next Customer Name field, if desired. Key a new Cus tomer Name L 
the space provided if you want to view a specific reservation more quickly. I ENTER Ito advance to 
specified Name. Repeat the process as described. See how you can flip to a new reservation with 
ease! 



NOTE: The function keys are discussed in detail, starting on page 1 -5 
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Category #3- View Reservation for Date/Group ' 

To view a Reservation by date, key in the Month/Day/Year in the space provided on the Reservation Menu 
Screen. #3 . Today's date and your Group/Branch will already be pre-loaded. To view a different date or 
Group/Branch, key desired information over existing. A list of reservations will appear in sequential order - 
starting with the earliest Reservation associated with the date you requested. See example screen below 



CO 



I* 

« 
& 



r~ 



BE SKRVATI CNS FOB GPBR 7799 

Tuesday. JUNE 21, 1994 
Total Reservations: 



CCRS03-B 
Print (Y or N)@ 



Kext Time 



- Customer Name 
V_ FRANKLIH*BEN* 
JENKINS*: JOHN* 
.JOHES*KIM* 



Time 



Car 
Type 



Status 



Rental 



Reef* 
100501 

500 PM A98761 I CAR NRES R 
: 100066 ECAR DEL I 

(^Please meet her in the lobby?) 



^El^Exit F7=AAI. Fl2=Previous Screen Roll= Forward/ Back 

ThissTre7n7ispiaysTlist oTalfreservations for a Group/Branch or Group for a specific date. You can view 



a specific reservation by keying X next to the applicable Customer Name. 



1. Displays Customer Name, Time of Arrival, Reservation Number, Caj/Type requested, rental Status, 
Rental Type, and Comme nts, if appl icable. To view a specific reservation, key X on the line next 



to the Customer's Name ! 



to move cursor down the/hst of names, as needed. Press 



| ENTER | to advance you to the selected reservation(s) sere 

NOTE: This display can also be selected on the Reservation Menu Screen, #3 by Group. When only a 
Group is selected the reservation comments are NOT shown as in the above example. 

Reminder! Scroll forwaroVbackward to view all Customer Rese rvations. To make a revision to a reservation, 
key X next to the applicable Customer Name, press I ENTER | and make revisions, as needed . 



2. Next Time : Key Nex t Time (Hour:Minutes/AM/PM) of reservations to be viewed. This is optional, 
as needed. | ENTER| to advance to the new time listings as requested. 



3. To print a copy of the reservations listed, key Y=Yes, over default N=No. 



NOTE: The function keys are discussed in detail, starting on page 1-5. 
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Category #4- View Reservation by Number 

To view a Reservation by Number; key X to select "View by Reservation Number" on the Reservation Menu 
Screen. Next, you must key a specific Reservation Number on the line following the "R field . " 

a ■ ■ 

\3Category #5- View National Reservation by Number 

I r!To view a Reservation made through National Reservations, key X to select n View by National 
-^Reservation Number" on the Reservation Menu Screen. Next you must key a specific National 
^Reservation Number on the line following. 

JiSee an example of this below. 



itf- v ECARS RESERVATION :SY5TEM AARSOl-^ 



15 


#*Sele^§wne^©£ ?the. following: 






."Have you .rented from ..us before?" | 
>^Qx^^^^^^^"^^^tton- ■ <S£SSN# . '%; . ; a^ /: ^{Optional ) | 

k^A^SSfe^ ' ; ' : -v,' : = -:-" - - - ST/PROV • . : --' ; .| 






by GPBR PPGM or GP ! 








^ View By Reservation** R ^ 






View By National Reservations 
^ . J 











[ENTER 1 to advance to the corresponding Reservation Screen of number requested. Make any 
revisions necessary. 



NOTE: The function keys are discussed in detail, starting on page 1-5. 



Congratulations! 

You now know how to CREATE a new reservation and VIEW a Reservation by the Customer's 
Name, by the Date, or by the Reservation Number. A "live" Reservation will be a piece-of-cake! 
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EXERCISE 2 OPEN A TICKET- CALENDAR DA Y 



This exercise will guide you through Option 1 - Open a Ticket for a Calendar Day. Be sure to follow the 
format exactly as stated in this exercise. This ticket will be used again later on in the workbook! 

If necessary, key AART01 |ENTER| to access the ECARS Training Menu. 



A3 

a 



a 

C3 



"SCABS — • ENTERPRISE COMPUTER ASSISTED RENTAL SYSTEM : 



■: :'® rt ^Open: A Ticket 
•:. 2 ^Correct ..A Ticket, 
: ..3 - . Switching Units/ 
. ; Changing Rates ... 
.: S - Closing A Ticket 



(TICKET SERVICES) = 



• ;C10 : .r . "Open Tickef X-Ref 



: 11 Reserva tions 
12 - Callbacks 
.15 - Cash: Management 



:CCRTMU-A 



TRAINING 
SYSTEM 



Name' 



Or /.Ticket s = .000 000 



. : \.v : :^..:.Opl:lon# 



•"Name 



D# flOOOGG. Branch AC 



Home Phone # ' \ 



::,:.Res#.: 

ST/PROV 



Cmdl=Exit ..Cmd8=I»ease ; Oust 



1. Option # Field: 

2. D# 000000: 

3. Branch: 

4. Name 

5. Home Phone # 

6. DL#, ST/PROV: 

7. Res#: 



] to move the 



Key Option Number 01. 

This field will remain blank; a ticket number has not yet been creat ed 
Your branch number will be displayed in the field. | ^ 
cursorto the next field. 

Key the first three letters of your last name in this field. 

Key your Home Phone Number in this field and/or (see number six) . 

Key your Driver's License number and State or Province. 

This field will remain blankfor this exercise. A National Reservation Number 

or Branch Reservation Number is keyed in this field if one is known. 



I ENTER! to accept the information keyed and advance to the next screen. 

You should see a listing of all reservations for customers whose last name begins with the same three letters 
aswerekeyed. Locate and "X" the reservation you created foryourself This information will forward to 
the ticket. 



CMP 1 | Exit to Enter Request Prompt. 



CMD 8 Lease Customer. Information about renting to Lease Customers. 
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Therearefour screens that must be completed to open a rentalticket. The following example shows Screen 
1 . Take a few minutes to familiarize yourself with this screen. 





CAR TYPE BEQ 
FATE QUOTED 



13 



RENTAL TYPE (I/B/D/R/C/O) Source Cust ff ™ 

«ame. 2 — V 

Street 



; v . . : ■ ■ ■ ■ ...str ._ -Hp. 

b^w^1Sj£j^ 000 0000 Ext Employer 

Q^erV^I^^^ : ""O00- — 0000 Description . 

:I^OTi.: ; ^dress'-*. ; - ^ " — — 



nti ^V^;^ : : • -ST ,^ . Expires "DOB SSN # 

Hei^ht^ ; ■ ^Ight Eyes Hair — ' 



ADDXTXONAI* >OKTVKR • : { Y/H ) _ Driver Name 



Age 



St Exp_ 



^stSList '^Exit .:-«.ID ^ist- F^Rates/Rules -P6-Onif Avl FB-Frewrite 
F9^iE ^txI^.- :F10^C.,^ F23-More Keys . 

v — — — ■ : 

There are five basic sections to Screen 1 

1 CarTypeRequested/RateQuoted: This information will be pulled for*a^ 
NationalRese^tion. Ifa Car Type was not requested, or a rate was not quoted.NONEw.il be 
displayed in this field. Reservation comments will be displayed here. 

2. Renter Information: This section requires basic information about the renter suc^^^^^ 
PhoneNumbers.etc.AlsorequiredaretheRentalTvpeandSourceCus.om^ 
Customer Number helps track business referrals. 

3. Driver License: This section requires all information from the renters license^ 

information. • 

4. AdditionalDriven Thisseaionrequiresin^^ 

5. OutofState: fmssectionre^uiresaYXSorNOanswer.andalistofstatestowhichtte 

travel. 



The various 



functionkeys will be discussed in detail at theendofthis exercise page2-14. 
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NOTE: The information that you had keyed into the reservation stWd have forwarded to the Open 
Rental Ticket. For those fields that you left blank, please fill them in appropriately 

Section 2 - Renter Information 

( x RENTAL TYPE I (I/B/D/K/C/O) Source Cust # _J ID 

Name 3 " (Last* First* ) 



Street 



City _S_ ST Zip _ 

Home Phone ( ) * $ 

Office ' Phone ( ) - Ext Employer 

Other Phone T 000 ) 000 - 0000 7 Description 



V 



Itocal Addr 8 „ ; ^ 



1 . Key I - Insurance for Rental Type. 

2. Use State Farm as the Source Customer for this exercise. Key "State" in the Source Customer # Field 
Press F2=Cust List. The following screen appears. 



..MIDWEST 
GPBR 1520 

.Position ..to V description : .STATE 



Branch List SMS002A/CI. 



Type options f press Enter. 
1-S elect S^Display 

Opt Cust# ..Description State Phone 

STF433 STATE FARM** * L 618-555-8877 

- STF246 STATE FARM** MO 314-555-0050 

STATE FARM** MO 816-555-1277- 

,STATE FARM** ^ 618-555-6668 



STF005 
STF171 



+ 



F2=Details F3=Exit F6=Branch F7=AAI F8=Group Fl0=State Fll-All 
F12«Previous Roll- Forward/ Back 



You can press F2=Details again to view a detailed branch list. The detailed list includes the customer name, 
address and phone number. This is helpful when there are multiple locations for the customer. If there are 
no customers on the branch list, you can press F8=Group for a Group list, F 1 0=State for a State list, or 
Fl l=AJl for a list including all customer numbers. 

Key " l n in the Opt (option) field next to the first State Farm to select a customer number. The screen 
automatically forwards to the contacts screen. See example screen on the next page. 



Page2-3 



a 

?y 



MIDWEST. 


Contacts 


SMS DO 5A/ 01 


GPBR 1520 


STF433 STATE FARM* * 




Position to: 


1444 MAINE STREET 




QUINCY IL 


62301 


Type options, press Enter 


618-534-3300 


6i8-435-4455 


l«Select 






pptvNarae . 


Opt . Name 




_ ; , JOHNATHAN,: MARTIN 






\: ; -WII,LIAM f ; COX 






F3«Exit " . H=AAI F9 


-Add 12=Previous 


Rol l«For wa rd/ Ba ck 



15 Key "P in the selection field next to the first Adjustor Name. 

C3 

t3 3. Key your name as the renter. Last Name* First Name*. To key an asterisk, press and hold the SHIFT 
key while pressing the 8* key. 



4. 



to move the cursor to the next line and key your address 



to move the cursor to the next line and key the City. I TAB RIGHT 



to move the cursor to 



the next field and key the State abbreviation. Key the Zip code. 



6. Key Home and Work Phone Numbers. Don't forget to include the Area Code. If the extension 
is four digits or less in length, key the extension. Key your Employer Name 



7.C 



to move cursor to 



the next line and key other Phone Number (include area code) and a brief 



description, as needed. 

g. 1 « I | to move the cursor to the next line and key the Local Address of the renter if other than home 



address. 

to move to the next section, if necessary. 
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Section 3 - Driver License 

3 4 ; 

I D i« 12 3456789 ST MO Expires 062594 DOB 032760 SS# 555 55 5555 

'^Height 6 02 Weight 175 Eyes BROWN Hair BLONDE ■ 

1. Key the Driver License Number (no spaces are necessary). 

2. 1TAB RIGHT] and key the State abbreviation and Expiration Date. 

3. Key Date of Birth. 

4. If you keyed your SS# on the Training Menu Screen, it will be pulled forward. If not, key the SS#. 

5. Key Height, Weight, Eye Color and Hair Color. 

| ( ■ | to move cursor to the next section, if necessary 
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Section 4 - Additional Driver 



S i 2 N 

fj| ADDITIONAL DRIVER (Y/N) Y Driver Name TIM HILLMAN Age 25 | 

\J\ Addr Lic# 3 St__ Exp | 

JjK ' 

Jp 1 , Key Y - Yes for an Additional Driver. Key the name of a family member or friend 

* 3 2 I TAB RIGHT"! to move the cursor to the next field. Keythe Age of the Additional Driver. Ifyoudo 
in not know the exact age, but know they meet the age requirement, key 2 5 . 

ti 

4^3. Key additional Driver Address. 

CO 

(3 I TAB RIGHT] to move cursor to next field. Key Additional Driver License Information. 



to move cursor to the next section, if necessary. 



Section 5 -Out of State 

S N 

| OUT OF STATE (Y/N) (TO ILLINOIS I 

V_ , y 

Key Y - yes and key the State(s) to which the renter plans to travel. 

Press l ENTER] to accept the information keyed and advance to Screen 2. RALPH will scan the information 
you have keyed from top to bottom . If any errors exist, or if a field has been left blank, an ERROR MESSAGE 
displaysatthebottomofthescreen. This message wiU explain exactly what needs to be corrected and the cursor 
will be placed at that field. See the section on ERRORMES SAGES for more information. 



Make any necessary corrections and press 1 ENTER 1 again. Repeat this procedure until Screen 2 appears. 



NOTE: The function keys will be discussed in detail at the end of this exercise, page 2-14. 
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Screen 2 is broken down intv, ; ee sections 



r 



S3 

tn 



2 Source Cust# 999999 ID 999 

COMPANY BILL TO { Y/N) _ Custff ID Attn 

Connie te If Name 

Cust # 999999 Street . 

City 
Phone 



ST 



(Company Name- 
Zip 



) 



Ext 



3 CLAIM/ POL/ PO# 



(C/Claimant, I/Insured, T/Theft) 
Loss Date . Car Sale Referral 



Max Amount 
Insured 



SHOP Cust# 
Car Yr 



Name 

MaXe/Model 



Attn 

Phone ( 000 ) 000 - .0000 



F2=Cust List F3-Exit F4-ID List F5=Rates/Rules F7=AAI F8=PreWrite 

FIO^CC Approval. F11=CK Approval Fl2=Prev 



1. Special Instructions: If Special Instructions exist forthe Source Customer Number, they will 
be displayed. 

2. Company Bill To: This section requires a YES or NO answer. If yes, the Customer Number to be billed, 
the ID # and other company information are required. 

3. Claim/Pol/PO#: This section requiresthe Claim, Policy or Purchase Order Number along with information 
regarding the Damaged/Stolen Vehicle, Insurance Rate and Shop Information. 



NOTE: The function keys will be discussed in detail at the end of this exercise, page 2-14. 
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Section 2 - Company Bill To 



r Source Cust# 999999 ID 999 
I COMPANY BIU> TO (Y/N) _ Custft ID Attn 



^1 Complete If Name " ' (Company Name**) 

\t I Cust tf 999999 Street 



City 

Phone { ) - Ext y 



Key " Y"-Yes in the Company Bill To section. Key your Last Name in the Bill to Cust# field and press 
O F2=Cust List. Key " 1" in front of your name on the list. Or press F8=Group to access the Group list if your 
5 name is not on the Branch list. This will automatically take you to the Source ID List. Key " 1 " next to 999 
O UNKNOWN**. 

to 

* J NOTE: If your name is not on the list, key 999999 as the Cust# and 999 as the ID. Key your name on the 
St Attention line next to the ID field. The Name and Address section must be completed if 999999 was used as 
H the Customer Number. Key the following if 999999 was used: 



Your Name (LAST* FIRST*) 
Somewhere Lane 
Anytown, USA 12345 
Phone Number: 123-456-7890 Ext. 123 
to move the cursor to the next section. 



Section 3 - Claim/Pol/PO# 

f ^La5^POL/5o#"" ' Max Amount • ^ 

I (C/Claimant, I/Insured, T/Theftl _ Insured ; 

I Loss Date Car Sale Referral _ ' 

i ! 

SHOP Cust# Name Attn 



l v _CarJr J4ake/ Model Phone_ J J>00 J_ 0?0_ ^000? 

Key the Claim # - ABC9876-02. Key the Max Amount to be paid by the insurance company -"17 per day" 
on the first line and "30 day Max" on the second line. Key an "I" in the selection field for Insured. Key "Sally 
Brown" as the insured. Key yesterday's date as the Loss Date. Key an "X" if the customer would like their 
information forwarded to the Car Sales department to be put on the prospective car sale purchaser's list. 
F2-Cust List to look up a Shop Cust #, X the shop customer. The customer's name and phone # will forward 
• to the screen. Key "Bob" as the contact. Key "94 Chevy Blazer" as the Yr/Make/Modei. 



I ENTER I to advance to Screen 3 . If any errors exist, correct them as you did on the previous screen. 
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Screen 3 is broken down into four sections. 



1 



2 


Callback Type 


B/S Adj 


Svc Cust 


3 


Calendar Day 


24 Hour Day _ 


Specials _ 


4 


Sales Tax % 


Fuel Charge 


Per 




Drop Charge 


Drop Location 






GOVTSCHG 


06% 






AP/ACC 


061 






LESERTAX 
RDDLDRVR 


10ft 

.2.00 per day 


: Additional Driver Indicated ,■ 



F3*Exit . F5=Rates /Rules F8-P.rewrite F10=CC Approval Fll«Check -Approval 
F12=Previous -J 



1. Special Instructions: If Special Instructions exist for your Bill To Customer Number, 
they will be displayed. 

2. Callback Type: A "Callback" is a service offered to all customers. The rental branch personnel places 
calls to Body Shops and Service Departments to check the status of the customer's vehicle. Calls are then 
made to adjustors for extensions and to customers to pass along information (the car is ready, last day the 
insurance company will pay is XXX, etc.)- This section requires the Callback Type to be marked with an 
M X" The Callback Type will help RALPH distinguish the callback list to which this ticket should be as- 
signed. 

3. Calendar/24 Hour/ Specials: You can decide here whether billing will be on a Calendar day or 24- 
hour basis. You can also go to the "Specials" screen by placing an X next to Special. - 

4. Taxes and Additional Charges: This section will display tax information, fuel charges, and additional 
charges that have been customized by Group/Branch. You can choose what charges apply by simply 
placing an X in front of the charge. You can also note if a drop charge applies. 



NOTE : The function keys will be discussed in detail at the end of this exercise, page 2-14. 
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Section 2 - Callback Type 



a, — > 

J «. o/c Adi SVC CUSt 



i*l ✓ 



callback Type _ B/S _ Adj _ Svc _ wusc ( 
W ^ , - 

ru 

^ Key an "X" to mark this ticket as both a B/S and Adj Callback. 



In Section 3 - Calendar / 24 Hour / Specials 

S • . *— r*\ 

i3 r" , : • • i 

Calendar : Day 24 Hour Day _ Specials 



c .- - j 



to move cursor to next line and Key an "X" in the selection field for 
Calendar Day. 



Section 4 - Taxes and Additional Charges 

' 



^ Sales Tax % ' ' Fuel Charge Per 



Drop Charge Drop Location 

. GOVTSCHG 06% 

_ AP/ACC 06% 

1ESERTAX 10* 



ADDLDRVR 



2.00 per day Additional Driver Indicated 



F3=Exit FS=Rates/Rule 3 F8-P rewrite F10=CC Approval Fll=Check Approval 
^F12=Previous - : S 

The Sales Tax/Surcharge and Fuel Charges will be preloaded by Ralph. The fields for Drop Charge and 
Drop Location will remain blank for this exercise. You may see a few other charges in this section. These 
charges are Group/Branch specific and have been customized by your Group Business Manager. 



ENTER 



to advance to Screen 4. If any errors exist, correct them as you did on the previous screen. 
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Screen 4 is broken down into six sections. 



f 1 

CAR TYPE REQUESTED 

HATE QUOTED 5 .00 


F5=Rates 


2 

DATE OUT Time 

Auth -Until Date 000000 


(Start Chgs If Diff Date Time 

~~ exist Ext Date Time 


ECAR # 3 License tf 




«*.mn OA /Unitr 

yATK • Uu / nou 1. ■ 

MILEAGE /Mile After: _ 

. No Charge 
4 — 


00/Day .00/Week . .00/Month Dxscfr - 

/Day /Week /Month 


DW .00 /Day 
PAI . 00 /Day 
SLP 5 . 99 /Day 


$136-34 Est Charges 


5 DEPOS ITS Cas h .00 


Check .00 CC .00 


— smsxzarmre 

6 . update Code 


Emp# ::Emp# if Different 


F3«Exit E5«Rates/Rules F6=Units Avl F7-AAI F8«Prewnte 
i PQ-irnit Pend F10=CC Approval Fll=Ck Aprvl F12=Prev F16=Est Chgs J 



fU 



1 Car TypeRequested/RateQuoted: Tito 

Reservation. Ifa Car Type was not requested, or a rate was not quoted, NONE will be displayed in thisfield. 

2 Date Out/Current and Customer Ext: Today's Date and Time will be supplied by Ralph. CurrentExt 
Dateappearsifyouplacedan tt X"inB/S,AdjorServiceCallback. Customer Ext date appears if you placed 
an "X" in Customer Callback. 

3. ECAR#: This section requires an ECAR Number and License or Serial Number to be keyed. You can 
key tros from the key tag or by using F6^^ 

F9=Unit Pending. The ticket will print, butyoumust wmplete this information, when available, using option 9 
ontheECARS MainMenu, Xomplete a Ticket". 

4. Rate: This section requires information regartogthetatyrat^ 

Estimated Charges, Damage Waiver, PAI and SLP daily rates are also included in this section. All rates are 
examples only. Please check with your Group for correct rates. 

5. Deposits: This section requires information regardingthe deposit to be taken at the time ofthe rental and 
how it was received. 

6. CallbackNote: Key a brief note in the Callback Note field, as necessary. This note pulls forward to the 
Rental Ticket for reference. 



NOTE: The function keys will be discussed at the end of this exercise, page 2-14. 
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Section 1 - Car Type Requested/Rate Quoted 

|3 'cAR TYPE REQ None ^ 

±2 .RATE QUOTED None . " I 

in ^ x 

;Y This information would be pulled from the reservation if available. 
™ Section 2 - Date Out 

:iw . 

C3 .DATE OUT • Time (Start Chgs If Diff Date Time . N 

|s' ... Curr Ext Date Time | 

t y 

to move cursor to the Current Ext date field. Key today's date. Follow this example: June 10, 1997 



0 



should be keyed as 061097. October 02, 1997 should be keyed as 100297. 



to move cursor to the next section. 



Section 3 - ECAR # 



^ ECAR » • V • • License # : ' Or Serial ft Not on File _ ^ 

Press F6= Units Available. The following is a partial display of the Units Available Screen. 



UNITS KOT RENTED - PPGM Next Unit P01844 CCRA16-A 

:.... v>v Next Branch 

Un±t-# License-* BB YR Make Modi Sera Color Shp Last -Location 

(j^P0G174 P00174 94 PONT BONN SE4D WHITE PPGM NEW STK 

P00227 P0Q227 94 PONT GPRI LE4D GRAY PPGM 



Place an "X" in the selection field to the left of the unit to be rented 1 ENTER] . The unit information will be 
pulled forward to the rental ticket and Screen 4 will reappear. 
| C 1 | to move cursor to the next section. 

Section 4 - Rate 

RATE : .00/Day .00/Week .00/Month DiscS' 

MILEAGE /; "/_yMilevAfter: /Day ./Week /Month 

_ !No Charge 
DW .00 /Day 

-PAI ,00 /Day $136,-34 Eat Charges j 

SLP . : 5.99 /.Day 

. : _ : ' : / 



1. Key 16.99 | FIELD EXIT| in the Daily rate field. 

2. Key an "X" in the No Mileage Charge field. 



3. Key 7 I FIELD EXlf] in the Damage Waive r Field. Key 1 I FIELD EXIT I in the PAI field. 
SLP amount will be preloaded. FIELD EXTfl over it to remove the charge. 
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Section 5 - Deposits 

N 

J 



DEPOSITS Cash ^ToO^) Check ^00 CC ;_00_ 



V. 



Key 100 lFIELDEXIT | in the Cash field to designate a $100 Cash deposit. 
1 < \ \ to move cursor to the next section. 



Section 6 - Callback Note 

. : . N 

1. Key a brief note, as necessary. 

2. Key your Update code and your 5-digit Employee Number. 

PENTERl toacceptinformationkeyed. Correct any errors, if necessary. The EC ARS Training Menu will 
be displayed when ticket is accepted. 



Congratulations! 

You have just completed your first rental ticket . 
In the "live" EC ARS program, the completed rental ticket would print from the DR Ticket Printer. 
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FUNCTION KEYS FOR OPTION 1 - OPEN A TICKET : 

Listed on the bottom portion of each screen are several Function (F) keys. Each one performs a functio n that 
may beused while openinga ticket. 

Displays a list of customer names and numbers that are to be - 
used for sourcing and/or billing. 



C3 

\2 F2 = Cust List 

m 



w 



F3=Exit 
F4 = ID List 

F5 = Rates/Rules 

F6 = Units Avl 
F7 = AAI 
F8 = Prewrite 

F9=Clr RntrlD ( Screen 1 ) 

F9 = Unit Pend (Screen 4) 

F10 = CC Approval 

Fll =CK Approval 

F12=Prev 

F13=Insurance 

FU^CreditCk 
F16 = Est Chcs 

F21=IDRntr 

F23=More Keys 



Return to EC ARS Main Menu. 

Displaysalist of ID numbers for individual adjustors, agents, etc. 
for each customer number. 

Allows access to Rates/Rules in Special Instructions for that 
customer. 

Displays list of all units available for rent and in the shop. 
Allows access to the Inquiry Programs. 

Allows a daily rental ticket to be written when only a portion of the 
ticket informationisavailable. 

Allows you to clear existing customer information from fields so you 
can key new information. 

Allows a daily rental ticket to be written without keying the unit 
informatioa 

Allows access to the credit card swipe window for deposits, 
authorizations, payments, etc. 

Allows access to the check authorization window. 
Allows access to the previous screen. 

Allows access to a screen to key Renter's insurance coverage 
informatioa 

Allows access to a screen to key Renter's credit information. 

Displays an estimated calculation of charges when opening a 
ticket for accurate credit card authorization and charge procedures. 

Allows you to to locate previous renter information without exiting 
the reservation. 

Allows you to display function keys that are not shown when the 
screen is in the original display mode. 
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EXERCISE 3 OPEN A TICKET- 24 HOUR 



This exercise will guide you through Option 1 - Open a Ticket for a 24 hour clock. Be sure to follow 
the format exactly as stated in this workbook. This ticket will be used again later! 



If the ECARS Trainin g Menu is not still on the screen from the previous exercise, key AART01 on 
the Enter Request line 1 ENTER) . The ECARS Training Menu will appear. 



to 

13 



m 

•13 

o 



VECARS %«itawMrsE eOMPtTTER ^StSTED;^BEHXIO« .SYSTEM. 



(l) - : Open :A.:.Ticket ' 

2 -Correct,: A Ticket :"■ 

3 Switching Units// 
!• v Changing Rates 

. 5: - Closing A .Ticket ' 



= .i5 : >— SCa'sfa; Management 



CCRXMU^A 



Training 
System 



. CTiCKET SERVICES) : 
it) - . Open Ticket X-Ref . : . • Name 



Or : Ticket* 000000 



Dit 000000 Branch GK 



Name 



3- : ■■ 

":• Home: Phone 1 


f I _ 


_ ) 


- ' Res# • 








ST/PROV 



. .- Cmril^Exi t . Cmd8— Lea s e Cus t 



1. Option Field: Key Option Number 01 . 

2. Name: Key the first3 letters ofyour favorite celebrity's last namein this field. 

3. Home Phone #: Do NOT key a Home Phone Number or Driver's License Number this time. 



m 



[ENTER | to accept the information keyed and advance to the next screen. 

Locate and "X" your favorite celebrity's reservation you previously created. This information will forward to 
the ticket. 



CMD 1 ExittoEnterRequestPrompt 



| CMP 8 | Lease Customer. Information about renting to Lease Customers. 
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Once again, information that was keyed into the reservation should have forwarded to the rental 
ticket. If not, key information as necessary. 



^- Section 2 - Renter Information 

9 , . N 

— ^1 RENTAL TYPE r (I/B/D/R/C/OJ 2 Source Cust # 999999 ID 

"I Name / 3 . (LasfFirat* > 

^\ Street; 4 

CO I City ■ - S ST Zip , 

fU| Home Pbooe ( ) - 6 



Office Phone ( ) - Ext Employer 

bther^ghone r f 000 ) 000 - 0000 7- .Description 



□ \^ : Local Addr ..'. 7--R _ | y 

J* 1. Key R - Retail for Rental Type. 

CO 2. Key 999999 as the Source Customer # 1 TAB RIGHT] . Key 999 as the ID. 

13 3. Key your fav orite cele brity's name as the renter. Last Name* First Name*. To key an asterisk, press 

t3 and hold the ISHIFT1 key while pressing the 8* key. 

4. | 4— I 1 to move the cursor to the next line and key your address. 

5 ^ c I | to move the cursor to the next line and key the City. [TAB RIGHT | to move the cursor 

to the next field and key the State abbreviation. Key the Zip Code. | J| 
6. Key Home and Work Phone Numbers. Dont forget to include the Area Code. If the extension is 4 digits 

or less in length, key the Extension. Key your Employer Name. 
7 j C ■ | to movecursorto next lineand Key Other Phone Number (include area code) and Description, 

as need ed. . 

8. |^ — l 1 to move the cursor to the next line and key the Local Address of the renter if other than 
their home. 

| ( ■ | to move cursor to the next section, if necessary. 



Section 3 - Driver License 

piig 1 3^34567 e^^- ST MO ^Expires ;^052S94 " DOB 032760 SSNtt _ I 

'^Height 6 02 . Weight :I75_Eyes_ 'JfSSS^ * a j?J~=r=r—.—-S^ y 

1. Key the Driver License Number (no spaces are necessary). 

2. I TAB RIGHTl and key the State abbreviation and Expiration Date. 

3. Key the Date of Birth and the Social Security Number, if it has not already been preloaded. 

4. Key Height, Weight, Eye Color and Hair Color. 

| ( ■ | to move cursor to the next section, if necessary. 
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Section 4 - Additional Driver 



In 



is 



. : \ N 

| / 1ddITIOK A I..DRIV ER (Y/H) l JL Driver Name TIM HILLMAN ; Age 25 | 

1^,^ _ Lict^ — st ~„ E l p n 

V. 

1. Key Y - Yes for an additional driver. Key the name of a family member or friend. 
2 Itab RIGHT I tomovethecursortothenextfield, Key the Age of the additional driver. If youdo 
not know the exact age, but know they meet the age requirement, key 25 

3. Key Additional Driver Address. 

4. [ TAB RIGHT] to move cursor to next field. Key Additional Driver License Information. 
| c ■ | to move cursor to the next section, if necessary. 

Section 5 -Out of State 

_ _ N 

j^OUT OF STATE (Y/N)(^T} ILLINOIS ; J 

V i 



H Key Y - Yes. and key the State(s) to which the renter plans to travel. 



Press fENTERl to accept the information keyed and advance to Screen i 2. RALPH will scan the 
irforma^Jhave keyed from top to bottom. If any errors exist, or ,f a field has been left blank an 
ERROR MESSAGE will be displayed. This message will explain exactly what needs to be corrected and 
SSISS Seed at tlJfield. See the section on ERROR MESSAGES for more mformauon. 

Make any necessary corrections and press HEs3 again. Repeat this procedure until Screen 2 appears! 
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Section 2 - Company Bill To 



<i 




Source 


Cust# 999999 


ID 999 




j COMPANY BILL TO 

Complete If 
1 Cust # 999999 
1 


Name 


CUfltff 


ID Attn 




in 






{Company Name**) . . 




Street 








i* 


City 
Phone 






ST Zip 1 


M 
fU 


1 


( > 


Ext 





13 

* Key N - No. There will be no company billing for this exercise. 

a 

It i ( i | to move the cursor to the next section. 

52 Section 3 - CIaim/Pol/PO# 

« ^ 

' CLAIM/ POL/PO# Max Amount 



(C/Claimant, I/Insured, T/Theft) _ Insured _ 

| Loss Date Car Sale Referral. _ « 

I 1 
, SHOP Cust* Name : Attn : — — | 

1 Car Yr~ Make/Model ± h ™L J _ _ 1 ~J_^ 

This section will remain blank for this exercise since there is not a direct bill set up. 



| ENTER | to advance to Screen 3 . If any errors exist, correct them as you did on the previous screen. 
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Section 2 - Callback Type 



Callback Type 



B/S _ Adj 



Svc 



Cust 



Key an "X" to mark this ticket as a Customer Callback. 



Section 3 - Calendar / 24 Hour / Specials 



Calendar Day 



24 Hour Day _ Specials 



V. 



TAB RIGHT 



to move cursor 



to next field an Key an "X rt in the selection field for 24 hour. 



\4 

CO 

.13 

a 



Section 4 - Taxes and Additional Charges 



| Sales Tax % 

I Drop Charge 



F3=Exit 



GOVTSCHG 
AP/ACC 
LESERTAX 
AUDLDRVR 



Fuel Charge 

Drop X'ocation 
06fc 

10% 

2.00 per day 



Per 



Additional Driver Indicated 



FS-Rates/Rules F8«Prewrite F10=CC Approval Fll=Check Approval 



F12=Previous 



The Sales Tax/Surcharge and Fuel Charges will be preloaded by Ralph. The fields for Drop Charge and 
Drop Location wUiremain blank for this exercise. You may see a few other charges in this section. These 
charges are Group/Branch specific and have been customized by your Group Business Manager. 



ENTERlto advance to Screen 4. If any errors exist, correct them as you did on the previous screen. 
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Section 1 - Car Type Requested/Rate Quoted 



=U* CAR. TYPE REQ None 
tfl* RAZE QUOTED None 



1= 



i No information is available for this exercise. 



u Section 2 - Date Out 



|y | DATE OOT_ 



Time 



I 



(Start Chgs if Diff Date_ 
Cust Ext Date_ 



JTime_ 
Time 



to move cursor 



to the Cust Ext Date field. Key today's date. The other fields in this 



section will remain blank for this exercise 



to move cursor to the next section. 



Section 3 - ECAR # 

■ ■ ' *\ 

'ecAR # License « Or Serial # Not On File _ \ 

" 

Press F6=Units Available. The following isa partial display ofthe Units Available Screen. 



OTITS HOT RENTED - J>P04 Next Unit P01844 CCFA16-A 

Next Branch ■ . 

ioait^ :;License-# BB *r Make Modi Sers Color 8hp Last-Location ^ 
^00174 ^00174 ■ 94 PONT BONN SE4D WHITE PPGM NEW 31* 

TyOQZZl -P00227 94 POMT GPRI XE4D GRAY PPGM 



Place an "X" in the selection field to the left ofthe unit to be rented \MM The unit information will 
be pulled forward to the rental ticket and Screen 4 will reappear. 



to move cursor to the next section. 
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Section 4 - Rate 



I ::?RMB: 1 00 /Hour : . -00 

i MILEAGE IV /Mile Afterv _ 
1 _ No Charge 



/Day. 
/Day 



,00 



/Week 
/Week 



.00 / Month Disc-* 
/ Month 



! 



_. : 0OJ/Day = : 
^.00 /Dayr 
"VOO /Day : 



13 

O 

In 

o 



1 Key6 | fIE LDEXIt| in the Hourty Rate field. Key 24.95 [FIELD EXIT | in the Daily Rate field. The 
WeTklva ^ ThefieldforD.scountw.Uremam 

blank also. I 4— 1 1 

2. K^SintheMileageChargefield.^ 

and No Charge will remain blank. 



?0 
15 



3 to move cursor to Damage Waiver/Day Field. 



3. Key 9 1 FIELD EXIT | in the Damage Waiver field. Key 1 | FIELD EXIT | in the PAI field. 



1 FIELD EXIT] over the SLP amount to remove it. 
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Section 5 - Deposits 



TheDepositwillbea$200.00AuthorizationbyCreditCard. Press F10=CC Approval. The following 
Pop-Up Window will appear. 



jy 
a 

to 

is 
a 
a 



Swipe a credit card (MC, AMX, VISA, DISC). This is 
the training system, no records will be produced, so you 
may use your own credit card. Once the card is swiped, the 
next screen wil l appear bu t if the credit card was NOT 
swiped, press lENTERl for the next screen. 



• - Exp iate O00O 



.' : , j required, for cBili-ins) 



Aueh# 



If the card was swiped, the CC #, Exp. Date and 
Card Holder Informat ion will be displayed.- If 
you pressed lENTERj , key the information. 
Key "A" - authorization as t he transac tion type. 
Key $200.00 as the amount. I ENTER I to accept 
the information and return to the ticket. The 
information from the swipe window will for- 
ward to the ticket. 



| C M to move cursor to the next section. 



Section 6 - Callback Note 



xUpdate Code_ 



1. Key a brief note, as necessary. 

2. Key your Update Code and five-character Employee Number 



Smp# O000O Emp# if Different 00000 1 

£.__„ y 



I ENTER I toacceptinformationkeyed. Correct any errors, if necessary. The EC ARS Training Menu will 
be displayed when ticket is accepted. 



CONGRATULATIONS! You havejust completed your second rental ticket. In the "live" EC ARS program, 
the completed rental ticket would print from the DR Ticket Printer. 



Two down, one to go! 
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EXERCISE 4 



SPECIALS 



m 



Exercise 4 will guide you through opening a 
renter. 



ticket with a Weekend/Holiday special rate. You will be the 



Use 



Option 1 . Open a Ticket and complete Screens 1,2 and 3. In the section "Calendar/ 24 Hour/ 



Specials," ... 

"X" 24 hour and Specials I ENTER) . The following screen will appear. 



^3 



;i.:.-.'/> " • 

START SPECIAL 
END SPECIAL , 



:, : KEEKENli: SPECIAL.. WCTES 



Date . 051195 -Time 0925. AM OR Bate 
Date - : •■faTi«e--:- ' - ■ 



Time 



OMLY^ECIH^: 
PACKAGE S FECIAL 



: '7Rate 



•Miles "'• V .Day.. . OR 



No Charge 



• Rate' " ••' ' .V^kg':' ' •"' 
Miles _j 7 Day OR _ No Charge 



F3~Main Mena FS^Rates/ Rules F7*AAI : F12~Previous 



13 
I- 

to 

a' 



Two Options are available for Special Rates. 

Option 1 - Daily Special. .. . 

Option 2 - Package Special (one price charged for a specific number of days and miles). 

1. Key an X in the slot to the left of the current date and time. If you wanted to start the special at a date/ 

otter than the current date/time, you could key the appropriate date/time in the field provided. Key the 
date, and time that the special will end. 

The Start and Stop Dates are very important, especially if the renter has the vehicle for any length of time 
before or after the Special Rates apply. 

For this exercise, we will use a daily rate of $19.95 per day/100 miles per day. 

2. Key the Rate and Mileage information in the appropriate fields in the section for Daily Special. 
r ENTER 1 Screen 4 for a 24 hour rental will appear. 

F3=Main Menu. Return to the ECARS Main Menu. 

F5=Rates/Rules. Allows access the Rates/Rules Screen. 

F7=AAI. Allows access to inquiry programs. 

Fl 2=Previous Returns to the previous screen. 
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It is imperative that this screen be completed. The customer must be notified that if they have the vehicle 
BEFORE or AFTER the Special Rates apply, they will be charged the Regular Daily Rate for that vehicle, 
j j These rates will be printed on the rental contract along with the Special Rates. 

ll NOTE: Onlv one special rate is allowed per rental contract. If the customer has more than one applicable 
special, the contract must be closed and a new contract opened reflecting the new special. 

to 

f y Complete Screen 4 - Unit, Rate and Damage Waiver/PAI information. Use $8.00 as the hourly rate and 
W S32.95 as the Daily Rate with 1 00 free miles - overmileage at 25 cents per mile. 

? A deposit of $100.00 will be taken by check for this rental. Press Fl 1= CK Approval. The following 
Jt Pop-Up Window will appear. Your Group may or may not use a Check Approval Service on a daily basis. 

CO 

11 

3 s 3 




The driver's license number, state and expiration date will be pulled forward from the rental contract. If 
the customer issuing the check is not the renter, key the new driver's license information. 

Key the amount of the check 1ENTERI The w indow will return stating the check has been authorized, 
along with the authorization number. I ENTER | to return to the daily rental contract. 

Resume keying any information needed I ENTER 1 to complete the ticket. 



Congratulations! 

You have now successfully opened a daily rental ticket for each of the rental ticket categories; 
24 hour, Calendar Day and Specials. 
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EXERCISE 5 OPEN TICKET CROSS REFERENCE 



Exercise 5 will show you liow to look up an open Daily Rental Ticket by Name or Ticket #. This option 
is very helpful for identifying Gpbr, Unit Number and License Number information. 



SCARS - ENTERPRISE - COMPUTER ASSISTED RENTAL SYSTEM 

11- Reservations 

12. ^ ; :Calibae*s ^ 
15 - ^ : ^Cash::: Management 



- ^Openi;A- ticket ■■ 
■:2. -.' : Corxect';A Ticket ■ 
:>.3 ^^witching.- Units/. 
••/ ' . v ;'Chahgi ng : - Rates \. 
^^^'^'-S'lr^'Closing A Ticket ; 



CCRTWU-A 



TRAINING 
SYSTEM 



; ITrCKET : SERVICES) 
fb) Open, picket : X-Xef 



Name SMITH 



Or Ticket# 000000 



^VfyKi:«n#=:- • j"©* .0000 00 Branch : GM: 



.•>Kame^ -■ -- : ;i^ :-Home<- Phone. # ( 



) 



Res# 



ST/PROV 



Cmdl=£xit Cmd8 -Lease Cust 



1. Key Option # 10. I TAB LEFTH to position the cursor in the selection field to the right of the Option 
Number. See the box marked on the example. 

2. The customer's last name is keyed in Field A. If the ticket number is known, but not the custo mer name, 
key the ticket number in Field B . For this exercise, key your last name in Field A | ENTER | The 
following screen will appear. 



f. UE3CT ; : CUSTOMER :: 



e here to look apwother ticket 



V.CCRA14? 



;;SHITH^ : - ROBERT* : ' ./ 

•Ccodl^Return ;• Qnd3=Main :Memi^{:':Cmd7-^AAI 



vQFBR;. : Ti<*et: tJnit:-#: . , JLicense : 4f : - 
: PPGM :; v :999007. : F00224": ■', P00224 



The Open Ticket Cross Reference displays the customer's Name, Gpbr, DR ticket number, Unit # 
and License #. 

You may look up another ticket from this s creen. Key your favorite celebrity's last name in the section 
marked Next Customer and press lENTERl . • RALPH will locate that name and display the information. 

Write dow n the numbers of all the tickets you created. Return to the Training Menu by pressing 
I CMP 1 I . 
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=3 

CO 

a 

« 

i* 

a 

13 



ECARS - ENTERPRISE COMPUTER ASSISTED RENTAL SYSTEM CCRTMU-A 



1 - Open A Ticket 11 - Reservations 

2 - Correct A Ticket 

3 - Switching Units/ 12 - Callbacks 

Changing Rates 
5 - Closing A Ticket 15 - Cash Management 

(TICKET SERVICES) 



TRAINING 
SYSTEM 



(£3) - Open Ticket X-Ref ^ Name SMITH 



I Na 



A 



B 

Or Ticket# 000000 



P _____ — ^ 

Option* j D# 000000 Branch CM 

Maine \ SSM Res# 

DLt* ST/PROV 



\Cmdl~Exit CmdB^Lease Cust 

Look up the ticket by keying the daily rental ticket number. 

1. Key Option U 10. 

2. Key the daily rental ticket number in Field B. 1 ENTER | The following screen will appear. 



NEXT TICKET # Krr the n*rt Tlrfa* # far re CCRA14- 

Ticket GPBR Customer Name License ff Unit # 

S990O7 . PPGM SMITH* ROBERT* P00224 P00224 

Cmdl-Retum Cmcl3=Main Menu Cmd7«AAr 

v ; ; ■ 

The Ticket Number, Gpbr, Customer Name, License # and Unit # are displayed. 

To look up anotherticket from this screen, key the ticket number in the section Next Ticket Number 
I ENTER | RALPH will locate and display the information. 

CMD 1 =Return Return to ECARS Training Menu. In the "live" ECARS System, CMD 1 recalls 
the Ticket Services Menu . 

CMD 3=Main Menu MainMenu. In the Training System, CMD 3 returns the Training Menu. The 
"live" system will return to the Main ECARS Menu. 

CMD7=AAI. AAI . Access Inquiry programs. 
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EXERCISE 6 ^ CORRECT A TICKET 



Option 2 - Correct a Ticket, allows you to correct/add/delete information on an open Daily Rental Ticket. 
This option is most commonly used to add claim information, shop information, additional drivers, etc. 
This option is NOT used to switch units or change rates. 



m 



65? 



C3 

tn 



1 : "- : -Qpen£A .picket •/ 
■ $ switching ":'Units / • " 
V:';5 --.;Xl^'ftg ^Ticket, v 

-L-'lv.-.ib .r-C-Open: ..Ticket .X-Ref 



■CCRTMU-A 



TRAINING 
SYSTEM 



^ : [32^'rVCallbacka - 
: ^c^5.- ; - : — Cash; : Management 



Or !TickAfc#; 000000 



Nanus 



: : Home Phone ^# X 



ST/PROV 



Cmdl? 



-Exit Cmd8~Lea.se Cust 



CO 
£3 



1. Key Option # 02. 

2. Key the Daily Rental Ticket Number (use the lowest ticket number from Exercise 5 - Open Ticket Cross 
Reference). 

|ENTER| to accept the information and advance to the Correct a Ticket screen. 
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Screen 1 is very similar to that of Option 1 - Open a Ticket. 



Screen 



RENTER INFORMATION Rental Type B (I/B/D/R/C/O) Source Custtf 99S999 ID 999 

Name SMITH* ROBERT* (Last*First* )• 

Street 123 MAIN STREET 

City ANYTOWN ST MO Zip 6314 1_ 



Home Phone ( 000 ,) 000 - 0000 Office Phone { 555 ) 555 - 5555 Ext 5555 
.Other Phone { 000 ) 000 - 0000 Local Address 

Sri^er moense -123456769 State MO Expires 052596 

DOB . 091925 Height 6 02 Weight 1*75 Eyes BROWN Hair BLONDE 

; # -:^5S5' 55 ; 5555 f.' " Employer , 

Additional Uriver (Y/N) Y Driver Name JOHN JONES 



iDrivgr Address Age 32 

nriiger Xicense State _ Expires ^000000 



Out 0£ State <Y/N) N 



Coapany -Bill^To 4Y/N) : : N Cust# ID Attn 



Con^lete If ; ... .Maine. [ (COMPANY NAME**) 

Cust# 999995: Street . 

- City • • ■ ST Zip 

Phone; ( 000 ) 000 - 0000 Ext 0000 



F2=Cu5t List F3=Exit. .F4=ID List F7=AAI 



Screen 1 includes the sections: Renter Information Driver License 

Additional Driver Out of State 

Company Bill To 



Any information on this screen may be ch anged by k eying directly over what is displayed. Information 
may also be added or deleted if necessary. 1 ENTER 1 to accept changes/additions/deletions and advance 
to Screen- 2.. 



| F2 | Customer List. 

| F3 | Exit to Main Menu. 

fF4l ID List. 

| F7 1 AA1. Access Inquiry programs. 
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Screen 2 

■ ^ 

Current Rate Effective On 06/13/97 



Bill-To Attn 



Claxm/POWPOl Loss 0ate 000000 

(C/Claimant, I/Insured, T/Theft) _ Insured 



SHOP: Cust# Name Attn __ . 

Car Year 93 Make/Model BUICK/REATTACNV Phone#( 000 ) 000 - 0000 

Surcharge % 5.650 Fuel Charge 5.00 Per RENTAL 

Drop Charge 5.00 Drop Location 

Airport Access _ 1 . 000 % 

SLP _ 2.00 /DAY ADD DRTV _ 1.00 /DAY 

:Enp# 

F2*=Cust riList F3=Exit F7=AAI F12=Previoue 



Screen2 includes theseaions: •Current RateEffective Date •Claim/Policy/PO# 

•Additional Charges -Employee Number 



Any irrformation may be changed by keying directly over what is displayed. Information may also be added 
or deleted if necessary. 

Add a $5.00 drop charge and key the Gpbr Number of another branch in your Group as the drop location. 
Key' your 5-digit Employee Number. - 



1 ENTERj to accept information. 

| F2 | Customer List. 

| F3 | Exit to Main Menu. 

| F7 | AA1. Access Inquiry programs. 

1 F12 | Previous Screen. 
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EXERCISE 7 SWITCHING UNITS/CHANGING RATES 



This exercise will show you how to switch units and/or change rates on an open Daily Rental Contract 
Use the ticket # from Exercise 3 - Open a Ticket, 24 Hour. 

On the ECARS Training Menu Screen: 

1. Key Option #3. 

2. Key the DR Ticket Number. 



#3 

in 



m 



IENTERI The following screen will appear. 



■': D# ,999011= . ' : ■ Renter SMITH* ^ BOBEFCT* ■'• 

BvnrcHiHG = units: . . 

UNIT 1 DC0232! .DATE/ TIME OUT .= . 022296 AM 

: =. • .'■ • \ ;:• BATE/TIME IN . : ; 022296 : . . S530 PM 



Old ''unit: :re turned here-." - > or to'- : "•• — 

-New =.unit. "• V-'. License OK Serial.* 



RA03A 



START MILES . 45000 
UTO MILES 45101 



Hot. on file 



New unit, date out 



Time-out ■ 



CHANGING BATE-1 Original: .2/22/94 -8:35 AM. 
New : rate effective date - Time 



Current; . 2/24/96 1:31 ?M 



Calendar day _ 24 Hour Day X " Special _ .-Discount , 001 

Hate. -6.00 /Hour 24.95 /Day .00 Ateek --'^^^^ v ^ 

iMileage e -lWMile,aftIFZl2£ 0 /Week ;_v0 /Moath,X Ho Charge 

Damage waiver/Day 9.00 PAI/Day 1.00 

Cmdl^etum Cmd4=Units Avail CmdS-Spec Cmd6=Rate : Cmd7-AAI CmdlO-Prev. Miles- 
I ' '" "'■ " ' " — — — : " " 



The screen is divided into 2 major sections. 

1. Switching Units: The portion of the screen above the current date and time is used to switch units. 

2. Changing Rates: The lower portion of the screen, below current date and time, is used to change rates. 

Either one or both options may be used. 

NOTE: The command (function) keys will be discussed at the end of this exercise, page 7-4. 
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SWITCHING UNITS 



13 
\3 



r 

pn 999011 Renter 


SMITH* ROBERT* 


I 1 
I Enq 


1 

RAO 3 A 


SWITCHING UNITS 

UNIT 1 DC0232 


2 

DATE/ TIME OUT 
DATE/ TIME IN 


022294 0835 
022294 0530 


AM 
PM 


START MILES 45000 
END MILES 4 5101 


3 

Old unit returned 
New unit 


here or to 






Not on file 


License # 


OR Serial 


# 


(New unit date out 
V" 


Time 


out y 


> 





CO 
'I* 



1. Key your five-character Employee Number. 

2. Key the returning unit's START and END miles. 

3 Keyan"X"toindiMetheumtisretui^ 
"retumingto another location). Key thenew Unit. License Number, and Serial Number (if known). 

CMD 4 = Units Available may be used (see page 3-5). 

4. Key the Date and Time the unit switch becomes effective. If the original date and time are keyed, the 
Unit History for the first unit will be deleted, and unittwo will bethefirst unit on file for this daily 
rental ticket. 
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CHRHGIKG RATE-1 Original: 6/01/94 


\ 

8:35 AM Current: 6/02/94 ' 1:31 PM 


1 

maw rate effective date 


Time 




Calendar day _ 24 Hour Day X 


Special 


Discount 00% 


2 

Rat* 6,00 /hour 24.95/day 


.00/week 


.00/month 


Mileage G2S [/mile after 100/day : 


0/week 


0 /month _ N/C , 


3 

. Damage Waiver /day $ . 00 


PAI/day 1.00 




. :C»dl«Return . Cmd4«Units Avail . Crad5«Spec , ,.Cmd6=Rate Cwdl 

v — ■ ; ; — — 


=AAI CmdlCNPrev Miles 
J 



1. Key the Date and Time the rate change becomes effective. Calendar Day, 24 hour and Special may 
be changed by keying X, if necessary. A Special Rate may be added/deleted, e.g.: daily rate or 
package rate. Do not update that information for this exercise. 

2. Change the Daily Rate to $32.99 per day, mileage will stay the same. 

3. Damage Waiver and PAI may be added/deleted/changed. 



I ENTER 1 to accept information. 



Congratulations! 

You have finished learning Exercise 7 - Switching Units/Changing Rates, Do NOT press 

I ENTER 1 . Turn to the next page and review the "Command" keys applicable to this section. 
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COMMAND KEYS FOR OPTION 3 • SWITCHING UNITS/CHANGING RATES 



q. 



« 
I* 
IS 

a* 



Listed on the bottom portion of each screen are several Command (CMD) keys. Each one performs a 
function that may be used while switching units or changing rates. 



Cmdl=Retum 



Cmd4=Units Avail 



Allows you to exit and return to the EC ARS Training 
Menu Screen. 



Displaysa list ofBranch Units available to rent. 

See example window below. 



;;5CHrrs hot sbhted . - pdac 



: -DC00Ofi?. : :OC6006 , : " 



|Next Unit 

Next Erancr. J 

; ; BB^rr L: iMaj» :Hodl ; ^Ser»< Color \ ^Stxp Xaac-i-ocacaSi 
94 GEO-^TR 2CRH RED ... S899 . 

"... 94 HiSN-SEWT GRKJf . . Service 



^iUeiurn:"-'d^iMain ; Hen£ Cmdl^AAI fi8-Buybaok -""Wo Units Available 



To view other B ranch "Uni ts Not On Rent" just key the desired branch number in the upper right 
hand corner and I ENTER I . Available units will display. 



Cmd5=Soec 



Allows you to create special rental rates, e.g. : Weekend 
Specials, Promotions, etc. See example window below. 



^CBMWXl»«W«Bfi»^ ^Original::..: 6/01/94 We J^SOflM-: 



iCarrent: .,:i$/02/9« 11: 29 AM 



_ Tim? . 



^ ; -Si^^»VyR^raii.:JUte.;Appiie5. Erora .Start Date . 

To "Stop .Date _ 

vviftati"-:; ' .. »0O /Day 

r:Mileag« .e :0 */HllA Aft«x 0 /Day _ No Charge 

> C. ■ ' - ; /' • « « W * * * ' 

-.CO Includes \: ; ': o:Miiw..Exce« e^ o' c/Mile OR _ No Charge 
; :Cn*ilf»iteturn . * : Crad^AAI : CmCll2- Previous : Screen 



Key the Start Date and Time the special rate is to begin. Choose Option 1 or Option 2, as needed. 
Option 1 requires new Rate (per Day and per Mile). Key X in No Charge field, if mileage is waived. 

-OR- 

Option 2 requires Package and Mileage Rate specifications. Again, key X in No Charge field, if 
mileage is waived. 
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eft 



Cmd6=Rate 



Displays current rental Rate History on top portion of 
screen, followed by previous rate history information: 
Date and Time charges started. Rate/per Day, Mileage 
(unlimited or charged). Damage Waiver or PA1 purchased. 



RATE HISTORY Ticket # D026921 EPGM CCRH1R-D 

-Start Charges 02/20/94 10:00 AM 
.■Current, rate 6-00/Hour 32.99 /Day 
Free Miles 100 /Day 

Damage Waiver 9;00 EAI 1-00 Excess Miles At 25 MI^ ^ 

. Start ;Cbarges 02/22/94 08:30 AM 

-Rate::. . &0 /Hour 24*9S /Day 

.. : Free : Miles :. 100 /Day ■ . 

• Damage Waiver, . 9:00 PAX. t.00 Excess MUes At 25 MT 



^CmdlWetumv.? "< . ;finter=Previous Scxeen 



\3 Cmd7=AAI 

.in 

H rmd1Q=Prev Miles 

CQ 



Allows access to the Inquiry Programs 



Allows you to change previously keyed mileage. 
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0R 



^3 



.18 



13 



rvrvrrMF ft CALLBACKS 



Exercise 8 will guide you through Option 12 - Callbacks - to view or update Opc^ Tickets^ 
Reservations for your Branch or for another Branch on your machine. Also, the callback history will 
^rS the ticket after it has been closed. This is helpful if you have an adjustor or customer 
who has a question about a closed rental ticket. 



SCARS - ENTERPRISE COMPUTER ASST STED RENTAL SYSTEM 



' %L-:~- €j>eri ^Ticket 
"2 - iCoxrect A Ticket. 
■ 3 rr Switching Units/ 
' ; : Changing Rates . 

, :S - Closing. A Ticket 



(TICKET SEPWICES V , : 



■II - Reservations 
(^ - . Callbacks , ; 
IS - Cash Management 



CCRTMU-A 



TRAIN IMG 
SYSTEM 



: , ;10 rr : t^>en. Ticket; XrRef * NaJQ£_ 

" * Option*— : j ::D# : 000000 =• Branch AC 



•Name 



Home Phone t X ). 



Or. Ticket# 000000 



. Rest 

ST/PROV 



Cmdl-Exit vCmd B-Leas e Cust 



On the ECARS-Training Menu, key #12 on the line following Option #. 
Menu Screen will appear. (See example screen on following page). 



ENTER 



. The Callback 



NOTE: It is very important that you pay attention to detail while keying or updating all callback 
information- It will eliminate problems if you are careful at the start. 



Turn to the next page and learn all about the Callback System. 
*$• Good Luck! 
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Callback Menu Screen 



CAUiBACK MENU 



AACB01-1 



OPEN TICKETS ' TOR GPBR PPGM AS OF 060694 



■ C REVIEW TICKETS NEED INGEXTENS IONS 

- BODY- SHOP 

. ... ^iiADJUSTOR, .-. 

' f ^ iGUSTOMER . V _ CASH/ CHECK ONLY 
. , 2 }'S^VICE ~ 

\ : :; L-"^? iL ..-.^'" : 



(Section J) 



REGARDLESS OF EXTENSION)- 



;.C REVIEW BRANCH RESERVATIONS 



; ^j-^jiiffiftCKs: -**jr- ..incomplete: reservations 

-^l^^lb^^^R^TE \ 1'20496 TIME 



(Section 2) 



GPBR PPGM or GP 

GPBR PPGM or GP 



There are 2 Callback Sections: Open Rental Ticket Extensions and Branch Reservations 

1. Open Tickets: RALPH automatically supplies your Group/Branch Number and current date. To access 
another branch's tickets you may type their Group/Branch Number directly over yours. The same applies for 
the date. If you would like to see the callbacks for a different extension date, key that date over the date 
shown. 



2. Review Tickets Needing Extensions: This section requires you to select an option - to review tickets 
needing extensions by: Body Shop, Adjuster, Customer, Service, All, or Specific Name. 

NOTE: Most of the time you will want to look at the Body Shop calls first to find out the status of the 
customer's car Next you would make the Adjuster calls to relay messages from Body Shops. In some cases 
you will want to make the Service calls before the Adjustor calls. Finally, you will want to make the Customer 
calls to tell them what both the Body Shops and Adjustors told you. 

-OR- 

3. Review Branch Reservations: This section requires you to select an option - to review Incomplete 
Reservations or Reservation No-shows, as needed. 



NOTE: The function keys will be discussed in detail at the end of this exercise, page 8-19. 
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Now, let's take a closer look at Section 1 - Review Ticket s Needing Extensions. To start, key X to 
select Body Shop calls on the Reservation Menu Screen. I ENTER I to prompt the associated screen, 
shown below. 



Section 1 - Body Shop 



BODY SHOP CALLS 



HKXT SHOP 



frint {Y or M) 



CCCB05-:i 



\ 



£3 
. 4 ,3 
.cn 

m 
m 

13 

a 

i* 

CO 

Tia9 

13 



VRAAVAOTQ :BOTF3f • V 

. abc yaoOT shop [ l; : ' ; 

•ALFRED! S AIITO BODY. ! : 
ALLEN '5 .-AUTO BODY 

:BILL^ S. .BEPAIB 'PLACE!. ! 

. DODGE WORCDv; * L.'-'f 
ELCO • CHEVROLET;... . 



..Cnjril-Easitv. ..Crod7-AAI . Roli= Far Kard/ Back 



.".'3: 

i SHOP! 

AA2134 
$99999 
123456. 



999-999-9999 

feaa-ees-BBae 

777-777-7777 
•889-89849898 
666-666^6666 
-333-333-3333 



# OP 
CALLS 

007 

003 

003 : 

002 

QQI 

002 : 

006 



The Body Shop Screen lists all body shops alphabetically, including phone numbers and the number 
of calls to be made to that shop. 

1. Next S hop (optio nal) - Key the Shop Name you chose when you opened the Calendar Day ticket. 
Press 1 ENTER) The next list will appear. - OR- 



to move cursor down the list 



2. Shop Name - Key X by the Shop Nam e you had entered. I ^ — 
of names, as needed. Press 1 ENTER | . The Body Shop Selection Screen will appear, listing 
customers who are having their cars repaired at that particular shop. See example screen on the 
following page. 

3. Shop Number - Displays shop Customer Number. 

4. Shop Phone Number 

5. Number of Calls - Displays number of calls to be made to Shop. 



Jto move cursor to top right of screen. To Print a copy of the Body Shop Callback 



Screen, key Y=Yes over default N=No. 



Reminder! Use your roll-up and roll-down keys to scroll backward or forward through Shop listings. 
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Section 1 - Body Shop Selection Screen 



r 



a 
cn 

i* 

m 
ru 



BODY SHOP CALLS 



11 CB07-1 
PRINT (Y OR N) (F?) 



BODYSHOP** 3 
987-654-3210 9999999 



ABLE* ALICE* 



DAVIS* TQM* 



JONES* SUE* 



CALLBACK 
CURRENT STATUS 
YEAR/MAKE/MODEL TICKET # BR /BR EXT DATE B/S AD J 
4 5 6 7 8 9 

94 FORD TAURUS - D 027415 0101 06/15/94 DO DO 



Notes 
10 



o 
<3 



$h Ford MUSTANG 

Notes 



* D&2741* uTDx ot/i//^4 D6 bo 



90 CHEVY LUMINA 
Notes 



* D027420 0101 . Q6/20/94 DO DO 



I 

| * INDICATES TICKET WITH EXTENSION DATE GREATER THAN 2 DAYS OLD 
V Cmdl^Exit Cmd7=AAI Cmdl2=Previouj_ ^OLI^Forward/Back^ y 

1 . Displays Body Shop Name/Phone Number and 6-digit Customer Number. 



2. Customer Name - Key X by your name. 



to move cursor down the list of names, as needed. 
Press $NTER \ The selected Body Shop Detail Screen will appear. See example screen on the 
following page. 

3. Displays Customer Number. 

4. Displays Year/Make/Model of customer vehicle. 

5. Displays Rental Ticket Number. An extension flag (*) indicates ticket has an extension date that is 
more than 2 days old. Definitely make all extension flags a priority! 

6. Displays Group and Branch Numbers. 

7. Current Ext. Date - Displays current extension of specific rental ticket. 

8. Callback Status Body Shop - Displays shop callback status - LM (Left Message), DO (Make Call), 
OK (Call Made). 

9. Callback Status Adjustor - Displays adjustor callback status - LM (Left Message), DO (Make Call), 
OK (Call Made). 

10. Notes - Key Body Shop notes. Notes will forward to Body Shop Detail Screen 

NOTE: You must still go into each detail screen and update the callback status (LM/DO/OK) for each 
customer, even after keying notes. 



11. 



— 1 \ p move cursor to top right of screen. To Print a copy of the Body Shop Selection Screen, 
key Y=Yes, over default N=No. 
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DATE OUT . 06/10/97 B :19AM 
CUSTOMER DAVIS* TOM* 
RATE 15,00 /DAY 



BODY SHOP CALLBACK DETAIL - D100096 
1 



CBSO-1 



CURR EXT 06/15/9*? CUST EXT 06/15/97 
HOME PHONE# 333-333-3333 
OFFICE PHONE# 333-343-3434 EXT 2323 
OTHER PHONES 333-343-3435 



1 BILL— TO Y BILL-TO C0ST# 999999 2 SHOP* 9999999 FRANK'S AUTO BODY j 
1 BILL-TO NAME LEHKMAN* . JANE* PHONE* 314-456-9870 
1 tjkohe* 212-2X2-2121 EXT7896 ATTN Bob Brown 
^^SS^^^^^Bi^. ■■ YEAP* 94 MAKE/MOD L ACURA INTEGRA 
CLAIM/POL/PO# LOSS DATE 000000 

MJOC AMOUNT 25.00 INSURED _ — ■ 1 




. . 3 | 




I 06/10/94 11:41 AM RENTAL EXTENDED UNTIL 06/13/94 BY TS 74024 
| 06/13/94 9 ? 00 AM PROBLEM GETTING -PAINT TO/DRY 75026. 


j STATUS _ LM -X DO _ OK * . 


5 'CALLBACK . TYPE X B/S X ADJ SVC ' CUST | 


EXTENSION DATE BY 


6 ■ 1 


1 LAST DAY : • -BY;,- 


•.•-•.,:,;-7.-. • j 



F2=Cust /List- ES^it : . = F4-ID List , . FS-Open Ticket F6-Chgs To Date 

F7=AAI F8=Update Tkt F9=CaIlback Notes F10=Receipt Depos Roll=Fwd/Back 

Fl2=Previous F13=Insurance. F14«Credit Check Fl5=Reservation 



Any background information you need to know about the renter is available on this detail screen. 

1 Customer Information - Displays Ticket Number, Rental Date and Time Out, Current approved 
Extension Date, Renter's Name, Renter's home/office/other Phone, plus Rate the renter is being charged 

2 Bill-to Informauon - Displays the Bill-to Customer Number, Company Name, Phone Number and 
Extension, ID Number, Attention Name, Claim/Policy/P.O. Number, and Max Amount Bill-to Customer 
Number will pay. Also, Repair Shop's Customer Number and Name, Phone Number, Contact Person's Name 



at the Shop, Year/Make/Model of renter's vehicle, Loss Date, and Insured's Name is listedg 

to move cursor through the fields. To change ticket information, press F8=Update Tkt, then key new 
informauon over jthe.existing information. 

3. New Information - Displays all callback information to date. This is the most important and 
utilized part of the Callback System. RALPH automatically displays a record of all previous 
callback messages, date and time call was made, and employee number of the person 
who made the call. This record remains in the callback history of the closed ticket, for future 
reference. Use roll-up and roll-down keys to scroll backward and forward through the previous 
records, as needed. 



NOTE: To enter new information received from a current call, I « 1 1 to move cursor, key your 

employee number in the H EMP#" field highlighted above. Key new information, "Body Shop said it will take 3 

more days. Screen description continued on the following page. • 
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to move 



4. Callback Status - Displays three choices from which you must select one. 

cursor, key X for either LM - Left Message, DO - Make Call (if you have to make the" call again), or 
^ OK - Call Made and Updated. 

^ NOTE: OK - allows RALPH to temporarily take the ticket off a specific callback list. RALPH 
^automatically updates OK to DO overnight for those tickets that need a phone call the next day. See 
jThow effective and efficient the Callback System is! 



m , n 

f U 5. Callback Type - Displays the type of calls to be made for rental ticket. I < 1 I to move cursor, 

O key X to select BS = Body Shop, AD J = Adjustor, SVC = Service, and CUST = Customer. 

W NOTE: At the origination of an Open Rental Ticket, a callback type or multiple types must be selected. 
** Afterwards, the only update needed is if the callback type changes. For example, "A Body Shop says 
p that the renter's car is finished, but the ticket still needs a final extension date approved." In this case, 
li remove the B/S "X" from the Callback Type, but leave the ADJ "X" because the adjustor call still needs 
to be made for the extension approval. You will NOT need to change the Callback Type after every 
update; many will remain as originally selected on the Open Rental Ticket. 



4=5 



6. Extension Date - Do NOT key an Extension Date for this ticket. This date lets RALPH know when 
to retrieve the ticket from the callback list. I f a wrong date is keyed, RALPH can NOT distinquish 
what the appropriate day should have been. I TAB RIGHT] to key initials of the person who 
approved the new extension date, e.g.: TS = Tony Smith, Adjustor 

7. Last Day - 1 C 1 1 to move cursor. Do NOT key a Last Day. This field is used to key the last 
day the ticket has been authorized for payment. This is extremely important to assure proper billing. 
The renter must be notified if a rental has a "Last Day" assigned date, to avoid any future problems. 
I TAB RIGHTl to key initials of the person who approved the "Last Day" billing date. 

e.g.: TS=Tony Smith, Adjustor. 



Press | ENTER | to accept information. Next you will want to call the Adjustor. 



NOTE: The function keys will be discussed in detail at the end of this exercise. 



This completes the review for Section 1 - Body Shop! 

Turn to the next page and continue the Callback Exercise for Section 1 - Adjustor. Take your 
time and go through each screen carefully. You'll be surprised at how much you have already 
learned by going through the previous Body Shop review. 
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Section I - Adjustor 



On the Callback Menu, key X next to Adjustor for Tickets needing extensions. | ENTER 



1 



ADJUSTOR CALLS 



NEXT INSURANCE CO. 



(BUI to Name) 

AMX* TESTING CUSTOMER* 
FIREMAN'S INSURANCE GROUP** 
HANNOVER INSURANCE GROUP* * 



CCCB10-1 
Print (Y or N) (u) 



3 


4 (Phone Number) 


s # or 


CUSTi 




CALLS 


AMXTEST 


222-222-2222 . 


002 . 1 


EIR000X 


212-212-2121 


003 1 


HANQ101 


111-111-1111 


001 1 






+ 1 



Crodl=Exit Cmd7«AAI ROLL= Forward/ Back 



Cmri24=Jump 



The Adjustor Screen lists all insurance companies alphabetically, including customer numbers, phone 
numbers and number of calls to be made to that office. 

1. Next I nsurance C o. (optional) - Key your name. The name keyed appears at top of list. 
Press | ENTER! The next list will appear. -OK- 



2. Bill to Name - Key X by the Insurance Company Name you will need to call. 1 < — I to move 
cursor down the list of names, as needed. Press 1 ENTER | . The Insurance Company Selection 
Screen will appear listing customers who need authorizations or extensions on rentals from that 
particular company. 

NOTE: To view the Adjustor Selection Screen, key X by your name and 1 ENTER I See example 
screen on following page. 

3. Customer Number - Displays insurance company "Bill-to Customer Number." 

4. Phone Number -Displays adjustor phone number. 

5. Number of Calls - Displays number of calls to be made to Adjustor(s). 

6. (3 



D to move cursor to top right of screen. To Print a copy of the Adjustor Callback Screen, 



key Y=Yes, over default N=No. 



Reminder! Use your roll-up and roll-down keys to scroll backward or forward through the Insurance 
Company listings. 
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Section 1 - Adjustor Selection Screen 



\'4 

m 

fn 

ru 



ADJTJSTOR CALLS 



NEXT ADJUSTOR 



CB12-1 
9 PRINT <Y OR N) ^FT) 



\ 



FIREMAN'S INSURANCE 


GROUP** 






EXT 


AUTH 


STATUS 1 


212-212-2122 2 






CLAIM* 


GPBR 


DATE 


BY 


SHOP ADJ 1 








4 


5 


6 


7 


8 I 


. 004 SMITH* TONY* 














_ GREGORY* CHARLIE* 








PPGM 


* oooooo 




DO | 


008 STOOTH* BOB*. 


3 














_ KNIGHT* JEFF* , 




CLAIM 123 4 56 


PPGM 


* oooooo 




DO DO | 


JvVlURPHY* :SHRRON*j 




1234567489 


PPGM 


* oooooo 




DO DO 



lief 



^ INDICATES TIC3CET WITH EXTENSION DATE GREATER THAN 2 DAYS OLD 
Cmdl'Exit Crad7=AAI Cmdl2=Previous ROLL=Forward/Back 

Cy ^ — : ; 

12 The Adjustor Selection Screen alphabetically lists all adjustors assigned to the Insurance Company 

13 (previously selected) with customers in rental cars. 

NOTE: The Adjustor Names are listed in alphabetical order and then grouped by their ID number 
originally keyed on the Open Rental Ticket. That is why it is important to type the correct ID number 
every time you open a new ticket. 

1. Next Adjustor (optional) - Ke y next Adj ustor Name at which the Callback list should begin (this 
should be your name). Press I ENTER I . The next list will appear. -OR- 



2. Adjustor Name/Phone - Displays the selected Insurance Company Name and Phone Number. 



3. Customer Nam e - Key X b y your name. 



j to move cursor down the list of names, as 



needed. Press I ENTER I . The selected Adjustor Detail Screen will appear. See example screen 
on the following page. 



4. Claim Number - Displays the Insurance Claim Number. 

5. GPBR - Displays the Group/Branch that opened the Rental Ticket. 

6. Extension Date - Allows you to key a new Extension Date. 

7. Authorized By - Key (4-letter maximum) initials of person authorizing new Extension Date. 



ENTER 



NOTE: If you key an X in front of the customer's name and then key an extension date and initials, 
the Adjustor Callback Detail Screen will appear. You would then need to key an employee # and 
change the Callback Status. If you do NOT key an X, the Callback Status remains the same. 

8. Status - Shop & Adjustor - Displays current Shop & Adjustor callback status. To change a status 
(LM/DO/OK), you must access the detail screen (see page 8-9), remove the "X" next to the current 
callback status and then "X" the new one. 



9 - L 



to move cursor to top right of screen. To Print a copy of the Adjustor Callback Screen, 



key Y=Yes, over default N=No. 
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Section 1 - Ad jus tor Detail Screen 



\ 



ADJUSTOR CALLBACK DETAIL - D100096 



CB50-1 



DATE OUT 06/17/94 B:19AM 
CUSTOMER MURPHY* SHARON* 
. RATE .15 - 00 /DAY 



CURR EXT 06/18/94 

HOME FHONE# 333-333-3333 

OiTICE PHONE # 333-343-3434 EXT 2323 

OTHER PHOKE# 222-222-2222 



BILL-TO Y BILL-TO CUSTf FIR0001 

. BILL-TO . NAME FIREMAN'S INSURANCE GROUP 
:PHONB# 212-212-2121 EXT 8896 . 
ID/ ATTENTION 001 SPOOL* LYNN 
CLAZM/POL/POl CLAIM 35 
MAX AMOUNT 



SHOPt ALLEN'S AUTO BODY 
PHONEt 777-777-7777. 
ATTN BOB BROWN 
YEAR - MAKE/ MOD L 

LOSS DATE 000000 
INSURED 



NEW INFO : 



06/17/9^ 11: 41 AM RENTAL EXTENDED UNTIL. 06/13/94 BY L5 
06/1B/94 9:00 AM PROBLEM GETTING PART IN 



74024 
75026 



a 



STATUS 



LM 



\DO X OK 



CALLBACK TYPE X B/S X AD J : SVC CUST. 



1 ^EXTENSION DATE; 
I—— 



BY 



| LAST DAY 



BY 



=v3 

fii 



-co 
** 

m 
a 

13 



F2«Cust List F3=£ 
. F7=AAI F8=Uj 
F12=Previous F13=J 



:it F4=ID List F5=Open Ticket F6=Chgs To Date 

date Tkt F9=Callback Notes. F10=Receipt Depos Roll=Fwd/Back 
surance F14=Credit Check F15=Reservation 



The Adjustor Detail Screen is very similar to the Body Shop Detail Screen. Take a few moments to 
familiarize yourself with me above screen. From this screen you may change ticket information, call- 
back status, and extension\date. Be sure to refer to the Body Shop Detail Screen, page 8-5, for field , 
descriptions. 



NOTE: To enter new information received from a current call, 1 *r—* | to move cursor, key your 
employee number in the "EMP#" field highlighted above. Next, key all pertinent information in the 
message space provided, using the same abbreviations that were used in previous messages. Change the 
Status of the call from "DO" to "OK." Key 3 days from today as the Extension Date. 



This completes the review for Section 1 - Adjustor! 
Turn to the next page and continue the Callback Exercise for Section 1 - Customer. 
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Section 1 - Customer Selection Screen 



CUSTOMER CALLS 



NEXT CUSTOMER 



CB15-1 
9 PRINT (Y cr N] (j?) 



7 


3 


4 CURRENT 


5 LEFT 


6 DIRECT 


7 EST AMT 


8 PAYMENT 


NAME 


TICKET* 


EXT DATE 


MESSAGE 


BILL 


DUE 


TYPE 


_ BENNY* BOB* 


* D026356 


6/14/94 








CHECK 


_ CRAMER* LOUISE* 


D026357 


7/02/94 








CHECK 


_ DANIELS* KURT* 


D025U6 


6/23/94 


X 




2,481. 18 




JACKSON* JEFF* 


* D025408 


6/19/94 






987.16 




_ MURPHEY* BRAD* 


* D026003 


6/21/94 




X 






RAYMOND* KEITH* 


D026010 . 


6/30/94 






3,49.90 


DISC 


_ SMITH* SUE* 


DQ25000 . 


6/29/94 






2,958.05 


CHECK 


_ WHITE* : KEN* 

.. * 


D026009 


6/25/94 




X 


697.98 


MC 


* ■ ■ " v \" 
■** 












+ 



a 
m 

CO 

a 

C3 



^1 - 



• ■ * INDICATES TICKET . HITH EXTENSION DATE GREATER THAN 2 DAYS OLD 

I CMDl«Exit CMD7=ARI ROLL=Forward/Back CMD24=Jump 



V. 



The Customer Callback option lists the renters alphabetically, corresponding ticket number, current 
extension date, message status, direct bill status, estimated dollar amount due, and payment type. 



1. Next Customer (optional) - Key your favorite celebrity's name. Press | ENTER [ The next list 
will appear. -OR- 



2. Customer Name - Key X by your favorite celebri ty's name t o be displayed 



to move 



cursor down the list of names, as needed. Press I ENTER | . The selected Customer Detail 



Screen will appear. See example screen on the following page. 

3. Displays Rental Ticket Number. An extension flag (*) indicates ticket has an extension date that is 
more than 2 days old. Make sure all extension flag calls are made the day they appear! 

4. Current Ext. Date - Displays current extension date of specific rental ticket. 

5. Left Message - Displays an "X" if a message was left for the customer. 

6. Direct Bill - Displays an "X" if the rental is being billed to a third party. 

7. Estimated Amount Due - Displays current dollar amount owed on the rental. NOTE: This does 
NOT subtract out amounts owed by third parties, but it DOES subtract out deposits. 

8. Payment Type - Displays type of payment used for the rental, e.g.: Cash, Check, MC, VISA, DISC. 

9. 1 C 1 I to move cursor to top right of screen. To print a copy of the Customer Selection 
Screen, key Y=Yes, over default N=No. 

Reminder! Use roil-up and roll-down keys to scroll backward or forward through Customer listings. 
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Section 1 - Customer Cash/Check 



The Customer option can also provide a list of customers who are paying by cash/check ONLY. To 
view this list from the custome r calls, on th e Callback Menu Screen, key X in both the "Customer" field 
and "Cash/Check Only" field | ENTER | . | 4 — 1 I to move cursor down the list of customer names, 
as needed. Key X to select the customer name to be displayed, press I ENTER | the Customer Detail 
Screen will appear. 



Section I - Customer Detail Screen 



CUSTOMER CALLBACK TOTRIL -VD0251X6 



" CB50-1 



DOTE COT 0ie/2i : /94 : 
CUSTOMER : DANIELS * : KURT* 
RATE "32 - 99 , /HAY., 



CURR EXT . 0 6/ 2 0/ 94 

HOME : PHONKf 99 9~B 68-4444 
:;OmCE;^HOHB# :999-777-9797 
-OTHER :PHOKE# .222-222-2222 



EXT 2222 



BIU.^TO Y v; ; : : 
BILIt-TO : : NAME ;:v : . 

ID/ATTENTION : 
dAHd/WL/JPOi 
MAX AMOONT T?T 



EXT 



SHOP# : 

;< : PHOME# , 
ATTtT 

IEAR MAKE/ MOD L 
lOSS DATE 000000 
TNSURED 



HEW IHFO ( EMP» ) • " ' " ' — 

■ : v:\06/22/97 : 2 : 42 PM CUSTOMER -EXTENSION DATE UNTIL 06/23/97 75757,, 



| STATUS: > ;LM 1 
| EXTENSION : J 



DO X OK 
06/23/97 



CALLBACK TYPE . 



B/S AD J SVC X CUST 



,F2«CUS t AiList : :Fp*Exitv ; : - F4=ID List : r : : F5=Open Ticket F6=Chgs To Date 
' F7=AAI : : F#=Update Tkt : F9=Callback -Notes FT0=Receipt Depos RolI=Fwd/.Back 
I FI2= PreVious! ri3-=Insurance F14=Credft Check F15=Reservation 

Any background infoVmation you need to know about the renter is available on this detail screen. 



The Customer Detail Screen is very similar to the Body Shop Detail Screen. Again, take a few moments 
to familiarize yourself ^ith the above screen. From this screen you may change ticket "bill-to" informa- 
tion, callback status, arid customer extension date. To refresh your memory, refer to the Body Shop 
Detail Screen, page 8-5Afor similar field descriptions. 

NOTE; To enter new information received from a current call, 1 I to move cursor, key your 

employee number in the "EMP#" field highlighted above. Next, key all pertinent information in the 
message space provided, using the same abbreviations that were used in previous messages. Change the 
Status of the call from "DO" to "OK." Key a new Customer Extension Date of 3 days from today and 
take any required deposits. 



This completes the review for Section 1 - Customer! 
Turn to the next page and continue the Callback Exercise for Section 1 

Pagc8-ll 



Service, 



Section 1 - Service 



SERVICE CALLS 



m 



a 

CO 

** 
to 

a 

13 



Next Shop 



Print 



CCCB20- 
(Y or N) (j?) 



2 ' 


3 


4 


5 # Of 


Shop Name 


Shop # 




Calls 


BUD 1 S AMOCO 


G12069 


314-555-7777 


1 


3 CHAMPION AUTO 


G23457 


314-555-6666 


1 


. FEINMANVS HONDA 


129498 


314-555-6666 


1 


. © MONARCH, CHEVROLET 




314-555-6666 


1 


; - PETER ROSS 7PONTIAC 




314-555-6666 


1 


: ROGERS A SON BMW 




314-555-6666 


2 


. ;;_ :SBRAME MERCURY 




314-555-7777 


1 


vV:..' : ^.^HURMAN FIRESTONE 




314-555-6666 


1 


■"'•y^OTLLIANS OLDSMOBILE 




314-555-6666 


.1 

+ 


^ : -;. : Cradi=*Exit--. ; 'Cmd7«AAI 


Roll=Forward/Ba ck 





The Service Screen lists all Service Shops alphabetically, including phone number and number of calls 
to be made to that shop. 



1. Next Shop (optional) - Key next Shop Name at which trie Callback list should begin. Press lENTER 1 
The next list will appear. -OR- 



2. Shop Name - Key X by a ny Shop Na me to be displayed. [_ 



to move cursor down the list of 
names, as needed. Press I ENTER 1 . The Service Selection Screen will appear, listing customers 
who need authorizations or extensions on rentals from that particular shop. See example screen on 
following page. 

3. Shop Number - Displays Service Shop Customer Number. 

4. Shop Phone Number. 

5 Number of Calls - Displays number of calls to be made to Shop(s). 

6. 1 4— ' | to move cursor to top right of screen. To Print a copy of the Service Callback Screen, 
key Y=Yes, over default N=No. 



Reminder! Use your roll-up and roll-down keys to scroll backward or forward through the Service 
Shop listings. 



Pages -12 



Section 1 - Body Shop fiction Screen 

N 

r 

SERVICE CALLS 11 CB07-1 



1 








MONARCH CHEVY* * J 


399 


YEAR/MAKE /MODEL 


CURRENT STATUS - 
tt fWT M Rft/nn EXT DATE SHOP AD J 

5 6 7 8 9 | 


9A7-654-3210 9999j 




4 

rrvtsn TairBHS 


* PO?" 7 ' 1 ^ n ^ ni ftfi/I.VM — D2 — DO j 


. ABLE* ALICE* ^ 


Notes 






10 






" _ DAVIS* TOM* 


■ 9S 


FORD MUSTANG 


* D027419 0101 06/17/94 DO DO | 




Notes 












_ JONES * SUE* 


90 


CHEVY LUMINA 


* D027420 C101 06/20/94 DO DO 




Notes 













, * INDICATES TICKET WITH EXTENSION .DATE GREATER THAN 2 DAYS OLD 

V _ C2^L3=Ex4t _Cr^7^i^I_ ^dl^^e^ious_ JJQJJ<^o^wa^/jlack / 

1. Displays Service Shop Name/Phone Number and 6-digit Customer Number. 



2. Custo mer Name - Key X by your name. |< — I | to move cursor down the list of names, as needed 



Press | ENTER | . The selected Service Shop Detail Screen will appear. See example screen on the 



following page. 

3. Displays Customer Number. 

4. Displays Year/Make/Model of customer vehicle. 

5. Displays Rental Ticket Number. An extension flag (*) indicates ticket has an extension date that is 
more than 2 days old. Definitely make all extension flags a priority ! 

6. Displays Group and Branch Numbers. 

7. Current Ext. Date - Displays current extension of specific rental ticket. 

8. Callback Status Shop - Displays shop callback status - LM (Left Message), DO (Make Call), 
OK (Call Made). 

9. Callback Status Adjustor - Displays adjustor callback status - LM (Left Message), DO (Make Call), 
OK (Call Made). 

10. Notes - Key Service Shop notes. Notes will forward to Service Shop Detail Screen. 

NOTE: You must still go into each detail screen and update the callback status (LM/DO/OK) for each 
customer, even after keying notes. 

4 1 I to move cursor to top right of screen. To Print a copy of the Service Shop Selection Screen, 

key Y= Yes, over default N=No. 
Reminder! Use your roll-up and roll-down keys to scroll backward or forward through Shop listings. 
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Section 1 - All 



1 



OPEN TICKETS 



CB25^1 

7 PRINT <Y OR N) (tt) 



NEXT CUSTOMER 



2 


3 


4 CURRENT 


5 CALLBACK TYPE 


© 


CUSTOMER ■ 




ticket! 


EXT DATE 


B/S ADJ SVC C8T 




EXT DATE 


J AKL5JDFKASJ* LAS0F;.L 


D999089 










1 . BAUCKE* CLAUDIA* 


0999096 


* 11/09/97 








1 ;BWJCKE*^fSVEN*.. 


R111062 


* 11/01/97 






1/28/97 1 


1 / BENOIT* TRICIA* 


0999019 






•* 


1 ^BOMBAY* BILL* 


0999028 






* 


3/10/97. | 


| BOND* JAMES* 


■0999080 


* 9/10/97 






2/20/97 + . | 


| BOOP* ; "BETTY V 


0999022 






* 



- § I£FT A MESSAGE 

* -XHDiaVTES^^ GREATER THAN 2 DAYS OLD 



Qndl=Exit:: ; 



The "All" Callback option provides a list of all Open Tickets, in alphabetical order, that need extensions 



ENTER 



L Next Customer - Key next Customer Name at which the Callback list should begin. Press 
The list will appear. -OR- 

2. Customer Name - Displays name of rental customer. 

3. Ticket - Displays ticket Number. An extension flag (*) indicates ticket has an extension date that is 
more than 2 days old. Definitely make all extension flags a priority! 

4. Current Ext. Date - Displays current extension date of specific rental ticket. 

5. Callback Type - Key X to select Callback Detail Record to display: B/S (Body Shop), ADJ 
(Adjuster), SVC (Service), and CST (Customer). A by a Callback T ype indicat es a message 
has been left at that Callback Source (Body Shop, Adjustor, etc.). Press | ENTER | The selected 
Callback Detail Screen will appear. 

6. Customer Ext Date - Displays customer extension date of specific rental ticket. 

7. | x 1 I to move cursor to top right of screen. To print a copy of the Service Selection Screen, 
key Y=Yes, over default N=No. 

Reminder! Use your roll-up and roll-down keys scroll backward or forward through the Open Ticket 
listings. 

Continue to the next page and learn how to select the "By Name" Callback option. 
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Section 1 - By Name 

Key X on the line before the "By Name" field on the Callback Menu Screen. Next, key a specific 
Customer Name to be displayed, on the line follow ing the "By Name" field. For this example: 
Jf"HILLMAN* TIM*" was keyed. Press l ENTEBi . The Open Ticket list will appear in alphabetical 
CHorder, starting with the requested customer name. See example screen below. 

i 



% 

fin 



SPRINT 



:: CB2S-1 
<Y OR N) N 









CALLBACK TYPE 


COSTOMER 1 










••H-.EXT DASE 
























•:D999Q19 


-;* : ll/01/97. - 




*: -:;.a/:2e/.97;: : : v. . 












3 .BOKDtV 'oames*, ; . ; . 




•'*;" 9/10/57. : ; : 




* ■ ; : ;;2/4p7,S7. :: :: .;-: 





















V. 1 



V 



The "By Name" Callback Screen is very similar to the "All" Callback Screen. This screen lists all 
Open Tickets for your branch, regardless of the extension date. The above screen does not have the 
Print option. Take a few moments to review this screen and, if necessary, refer to the previous page. 
8-1 5, to look up the "All" Callback Screen field descriptions for clarification. 



Reminder! Use your roll-up and roll-down keys to scroll backward or forward through the Open 
Ticket listings. 



Congratulations! 

You have completed the entire Section 1 - Tickets Needing Extensions - on the Callback Menu. 
You now know how to review Open Tickets by: Body Shop, Adjustor, Customer, Semce, All, 
and By Name! 

Turn the page to continue the Callback Exercise for Section 2 - Branch Reservations - on the 
Callback Menu. 
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Section 2 - Callbacks 



Incomplete Reservations 



RESERVATIONS INCOMPLETE FOR GPBR PPGM CCRS11-S 

8 Print (Y ar N) (Nj 



Next Cuitomer 



Customer Maine 

ASHBY* JOAN J* 
EARP* WAYNE* 
EASTWOOD* BTLL* 
GARCIA* MARIA* 
GORDAN* JILL* 
GRAND* TIM* 
HUME* BILL* 
KING* MARGE* 
LEE*" : DAVID* 
MONROE* JOE* 
NOWARK* BOB* 





* Pickup 


S 


6 Car 


7 Rent 


Date 


Tine 


Stat 


Type 


Type 


6/15/94 


2; 00 PM 


DEL 


MINI 


I 


5/16/94. 


8:00 AM 


W/IN 


INTM 


D 


■ c / 1 n/Qj 
j/ 1U/ r»€ 


4:00 PM 








6/19/94 


2:00 PM 


tt/IN 






5/01/94 


1: 00 : PM 








6/20/94 


10:00 AM 


DEL 


MINI 


D 


7/02/94 


1:00 PM 


W/IN 


STD 


B 


5/1B/94 


5:00 PM 


P/U 


MINI 


D 


7/13/94 


3:30 PM 


W/IN 






6/25/94 


8:00 AM 


CWC 


SPEC 


1 


5/02/94 


2;30 PM 


P/U 


FULL . 


R 



■^Cmdl^Exit . Crod3=Main Menu Cmd7-AAI^ ^Q^12jPrevious^ Scrn ^R^lljFwd/Back^ y 

The Callback-Incomplete Reservations Screen alphabetically lists all reservations marked as incomplete 
when the reservation was originally opened. Reservations are selected from this list to make contact 
with the customer and complete the reservation, as needed. 



1. Next Customer - Key next Customer Name at which the Callback list should begin.. Press | ENTER | 
The list will appear. 

2. Customer Name - Displays name of rental customer. 

3. Date - Displays pickup date of rental vehicle. 

4. Pickup time - Displays pickup time of rental vehicle. 

5. Status - Displays rental status - WAN (Walk In), DEL (Delivery), PW (Pickup), CWC (Customer 
Will Call). 

6. Car Type - Displays rental vehicle size. 

7. Rental Type - Displays rental category - 1 (Insurance), B (Body Shop), D (Dealership), R (Regular), 
C (Corporate), O (Other). 



8. 



to move cursor to top right of screen. To print a copy of the Incomplete Reservations 

Screen, key Y=Yes, over default N=No. 
Reminder! Use your roll-up and roll-down keys to scroll backward or forward through the Incomplete 
Reservation listings. 

Turn to the next page and learn about the Callback - No Show Reservations! 
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Section 2 - No Show Reservations by Date or by Name 



r UO SHOW RESERVATIONS FOR GPBR PPOd CCRS12-B 

9 Print (Y or N>(n) 



— 




1 Next Date 



13' - 

:oi 



3 Date 


4 Time 


6/10/97 


,2i00 PM 


6/20/97 


10:00 AM 


6/25/97 


; 8:30 AM 



5 Customer Name 

GUTHRIDGE* PAUL* 

VEHICLE NEEDED IMMEDIATELY 

FRAN KEN* SUE* 

HARRISON* KATHY* 

VEHICLE NEEDED; CLEANUP DONE 



6 


7 


Car 




Type 


Status 


FCAR 




MVAR 


P/U 


LCAR 





v^Main Menu ^^AAI. ^^^^W^MBatft , 

13 Th7l^7h7C7Rw^vItions Screen alphabetically lists all reservations opened with pickup dates 
O which have passed. This screen may also be accessed for No Show Reservations By Name. See the 

screen section below for an example. 



NO- SHOW RESERVATIONS FOR GPBR PPGM 



L Next Name 

Sel Customer- Name 
COOK* ANITA* 



Date Time 
12/02/96 1200 PM 



CCRS13-B3a 
Print (Y or N) N 

Car Rntl 
Type Status Type 



W/TN 



1. Next Date - Key next date at which the Callback list should begin. Press | ENTER] The list 
will appear. OR 



J- 



win appear, wis. ■ i — . . 

Next Name - KeV next name at which the Callback list should begin. Press | ENTER | The list 

2. ^IcT-Tey X next to the reservation to display. Press [ENTER] The selected Reservation Screen 
will appear. 

3. Date - Displays pickup date of rental vehicle. 

4. Time - Displays pickup time of rental vehicle. 

5. Customer Name - Displays name of rental customer. 

6. Car Type - Displays rental vehicle type (see page 1-5. Car Code Types). 

7. Status - Displays rental status - W/IN (Walk In), DEL (Delivery). P/U (Pickup). CWC (Customer 

8. Re'mairjpe - Displays rental category - i (Insurance). B (Body Shop). D (Dealership). R (Regular). 
^ 2K " t ^ mo^sor to top right of screen. To print a copy of the No Show Reservations 



! Jcreen, key Y=Yes, over default N=No. 
If zero No Show Reservations exist, an error message advises, "There are zero No Show Reserva- 
tions for this group/branch," at the bottom of the above screen. . 
Reminder! Use your roll-up and roll-down keys to scroll backward or forward through the No Show 
Reservation listings. 

Page 8 -18 



FUNCTION KEYS FOR OPTION 12 - CALLBACKS 



Listed on the bottom portion of each.screen are several Function (F) keys. Each one performs a 
function that may be used while creating or viewing Callbacks. 



F2 = Cust List 

F3 = Exit or Main Menu 
F4 - ID List 

F5 = Open Ticket 

F6 = ChgsToDate 

F7 = AAI 
F8 = Update Tkt 

F9 = Callback Notes 
F10 = Receipt Depos 
F 12 = Previous 
Fl 3 = Insurance 
Fl 4 = Credit Check 
Fl 5 = Reservation 



Displays a list of customer names and numbers that are to be used for 
billing purposes. 

Allows you to exit the program or return to the Main Menu Screen. , 

Displays a list of ID numbers for individual adjusters, agents, etc. for 
each customer number. 



Displays the Open Rental Ticket for any rental background information. 

Displays the total number of rental days, total dollar amount, less 
deposits, and balance owed. 

Allows access to the Inquiry Programs. 

Allows you to update Open Rental Ticket information such as claim 
numbers, shop name, etc., as needed. 

Allows you to key additional information. 

Allows you to update payments on Open Rental contracts 

Return to previous screen. 

Allows you to key renter insurance information. 

Allows you to key credit check information. 

Allows you to continue to the next reservation. 



Congratulations! 

You have sucessfully completed the entire Callback Exercise. Now, you are ready to update 
live Open Rental Tickets at your Office! 
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EXERCISE 9 CLOSING A TICKET 



This exercise will guide you through Option 5 - Closing a Ticket. Close the ticket from Exercise 2 - Open 
a Ticket, Calendar Day. 



Key Option # 5 and the Daily Rental Ticket Number on the ECARS Training Menu. 1 ENTER | The 
following screen will appear. 



Screen 1 



: ' '•:;£>': '■•"=■;• Charges ^Bnd^Qn - Date ; 062494 .'■ . Time . 1102 AM 



2 ■ ' : 

Mileage : r \- :'./.> -V " • 

tlnit P00326 Start ^ L ; VEnd • '" Unit. .Start End- 
Unit ^V-.;! . start • End - • ' : ' • ■•" Petit - -Start " End 



;Fuel,- Charges ;^ .•5. 00 Per "RENTAL - : Amount To Be Charged .00 
Last Unit Betumed .Here ; ;~ Or To ■ ■ : - ■■ ' Crop Charge - 00 



*lis c 'Charges / Refundable vExpens es _ (X , if appli cable ) SURCHG ; • ■ V -2.05 /DAY 



Bill To ! *ni/N> -.N.XustS 


: -y\y • ? ~::;: :: ;:;Name : : : - 






- Address . 






'= I'' • City ■ 


'■ ;ST Zip - ' 


Cuxr Ext 06/24/54 per LNC 


:.- ID/Attn 


Billing Dates (If Diff J 
Max.. .Amt* 


From Date 000000 
To Date 000000 


Time. 0000. _ 
Time 0000 



- .::5 .-■ .., - - •••• . ', v " .- • 

Portion To Be Billed < Select One) 

_ ,1.. . Total -Charges Less _ DW _ PAI _ Fuel _Tax/Schg . _ Mileage _ Prop 

■ ;: ; : ' , -■; ^ ■ . ' . . J_ Airport Acces s ■ 

■' - V • . 00 Per Day Plus Tax/ Schg. (Not. ,To .Exceed • . $ .00 Per Day) 

^.^ : ::3;::?$;^ ^_ Per DayrNo Tax/Schg; - fHot To Exceed $ .00 Total) 

^^;4^;""::.:pther..'jAniount' .00 Description - - ■ • 

cmd2«cit,.Lst : 

Cmd4^ID;*Lst|^^ Cznd8=Accident Rpt Cmd9=ClosePending 



There are 5 basic sections to Screen 1 . 

L Closing Ticket #: This section displays the DR Ticket Number, Renter Name and the Date and Time the 
charges end . The current date and time are provided by the computer, but can be changed by keying over date 
shown. 

2. Mileage: This section requires the Starting and Ending mileage for each unit, along with Fuel Charge, 
Misc. Charges, etc. 

3. Bill To: This section allows you to key or delete billing information as necessary. Also displays Current 
Extension Date from callbacks. 

4. Billing Dates (If different): This section allows you to key billing dates if they are different from the 
actual dates of the contract. 
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Section 1 - Closing Ticket # 



/ l 

' CLOSING TICKET# .999010 For Renter SMITH* 



ROBERT* 



2 Charges End On Date 062494 Tune 110Z AM y 



1. Verify the Ticket # and Renter Name. 

2. The length of this rental is determined by the current extension date. If necessary, adjust the date by 
keying directly over the information displayed. 

NOTE: If ticket is close pended, this date may not be changed. You will need to unpend the ticket 
in orderto change the date. 



in 

I* 

m 



Section 2 - Mileage 

/^Mileage * 

1 Unit .P00326 . Start 2500 End 2599 
I Unit:,. . .Start . -End 

I. 'v '2-:. 

i - Fuel Charges & -1* 00 . fer RENTAL 
! Last. Unit . Returned -Here Or To 3_ 



:Unit 
: Unit 



Start 
Start 



Amount. To' Be Charged 
Drop Charge 



End 
End 

00 



VSURCHG 



5.00 
.00 /BAY 



jmsc Chargesj^fimdable Expenses _ IX. '.if ^applicable* 

1. Key the Starting and Ending Mileage for each unit. 

2. Key the Fuel Charge as designated by your Group. Each Group will have a standard fuel charge. 

3. This vehicle has been "dropped" at another Group Branch. Key in the Group/Branch Number. 



14 



13 



NOTE: You may see an error message requesting the mileage be confirmed. Because this is a training 
program, you may key an "X" in the selection field for mileage confirmation without updating any files. 
For everyday branch use - you must verify the mileage you keyed is correct before confirming that mileage. 



Section 3 - Bill To 



r 



Bill To (Y/N) Y:Cust# 999999_ Name YOUR NAME** 



Address .555 SOMEWHERE LANE 

:City Any town ST MO Zip 12345 



ID/Attn 999 CHARLIE BROWN_ 



Curr Ext 06/24/94 per LNC | 



Verify the billing information. This information may be updated/changed/deleted if necessary. 
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Section 4 - Billing Dates (If Different) 



O 'killing Dates {If Diff) 1 From Date 000000 Time 0000 - N 

^3 I Max. Amt. 17 PER DAY 30 DAY MAX J To Date 000000 Time " 0000 _ ' 

m v ' 

in 1. The BiHing Dates and Contract Dates will be the same, 
f y 2. Verify the Maximum Amount being paid by the third party. 



Jj Section 5 - Portion to be Billed 

E _ 

13 s — :. . — : — — ^ 

I Portion To Be Billed (Select One) 

1. Total Charges Less _ DW _ PAT Fuel _ Tax/Schg _ Mileage _ Drop 
_ Misc _ Airport- Access 

' 2. ■ ■$ Per Day Plus Tax/Schg . (Not To Exceed $ .00 Per Day) 

<*T>3. S 17,00 J ter^Day-No Tax/Schg - : (Not . To - Exceed, $ .00 Total) 
|3" 4 : ..Other :, Amount S - 00 . Des cription — _ . 

j Cmd2=Cst Lst 

*Cmd4^I0 -Lst Cmd6=Callback Detail Cmd7=AAI Cmd8=Accident Rpt Cmd9-Close Pending J 
\ - 

Key an "X" in the selection field next to Billing Option #3. The third party will pay $1 7.00 per day, so 
key 17 in the selection field designating the Amount Per Day- No Tax or Surchg. This tells RALPH to 
bill the third party for $17.00 Per Day only - and any Other Amount due will be from the customer. 



ENTER) to accept information and advance to Screen 2. 
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£3 

to 

■a 



Screen 2 



ACCEPT (A) or RECOMPUTE (R) _ 1 



Cmdl^Exit Cmd7=AAI 



2 

062094 
0315 PM 
062394 
1120 AM 

000000 

0000 

000000 



00.0000 

0000 

000000 



000000 

:0000 

000000 
TOTALS 



MaJ.es 



.00 



4 

Hours 



.00 



11 

Surcharge % 
..Surcharge 



5.850 
2. 98 



Days 

3 

16.99 
50.97 



50; 97 



Gas 12 "7.00 



Drop 



13 



5.00 



6 

Weeks 



.00 



7 

Months 



.00 



8 

Waiver 

3 

7-00 
21.00 



21.00 



Disc € M 0 % 



Misc 



15 



.00 



PAX 

3 

1.00 
1.00 



3.00 



10 

Special 



.00 



16 



TOTAL 
89.95 



Cmd3=Re start 



Screen 2 breaks down all charges and displays the grand total. Use this screen to write 
down ail charges on the rental ticket when the customer returns the vehicle. 

1. Accept or Recompute (when adjustments are needed). 

2. Four rate sections. Displays beginning and ending date/time of each rate change. 

3. Number o? Miles, rate per mile, total amount of overmileage. 

4. Number of Hours, rate per hour, total hourly charges. 

5. Number of Days, rate per day, total daily charges. 

6. Number ofWeeks, rate per week, total weekly charges. 

7. Number of Months, rate per month, total monthly charges. 

8. Number of Days, rate per day, total DW charges. 

9. Number of Days, rate per day, total PAI charges. 

10. Number of Days, rate, total Special rate. 

11. Sales Tax rate and total. 

12. Fuel Charge. 

13. Drop Charge. 

14. Discount percentage and total. 

15. Miscellaneous Charges. 

16. Grand Total. 

Key "A" 1 ENTER I to accept the charges and advance to Screen 3. 



CMD I 



CMP 3 



CMD 7 



Exit to Enter Request Prompt . 
Restart. 

AA1. Access Inquiry Programs. 
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Screen 3 



% 3 

in 



AJ 



CLOSING TICKET # 999010 For Renter 
Total Charges 89.95 
Less Deposits . 100.00 
Less Amount- Billed To 89.95 
■Balance Due __ 10.05 



SMITH* ROBERT* 



1 It Of Deposits 
REFUND 



2 . 

Settle 

•Paid 



Bill 

Bill 

:;£ill< 



at Of Balance Doe 

. 00 By Cash 

,00 By Check 

. 00 By Credit Card 

.00 To CustU 

.00 To Cust# 

.00 Name . 



A/R Description 
A/R Description 



(Last*Fixst*) TTL 



Attn 
Street 

City. 



ST 



.00 
,00 
.00 



Home -Phone >0G0 000 0000 

A/R Description 

To Account _ Unit # 

To Account 

By Cash Or 



Office Phone 



Zip 

"ooo 000 



0000 



Unit 

Check 



# 



Desc 
Desc 



Charge 
^Charge 
•Refund 
£zap# 

CadiijBxit Cmd2«Cust List CmdS-Internal Accts Cmd8=Deposits CmdlO-CC Apprvl 
Qnd3»R^st:art cmd4«ID Ltat Cmd6=Calibk Detail Cmd9=ClosePnd Cmdll«CK Apprvl 



Screen 3 is broken down into 2 major sections. 

1 . Cosing Ticket #: This section displays the Total Charges, the Number and Total Amount of all 
Deposits received. Amount to be Billed to a third party and the Balance Due. 

2 Settlement of Balance Due: This section requires the Payment, Billing Amount, Charge or Refund 
to be keyed along with the form of payment (Cash, Check, Credit Card, Bill to Customer #. Charge 
to Account). 



CMD 2 Customer List. 



iCMD 3 Restart 



CMD. 4 | ID List. 



| CMD 5 | Internal Accts List- displays all account numbers available for use. 

| CMD 6 | Callback Detail, provides all callback information previously entered and allows for new 

_^ information to be keyed. 

| CMD 8 1 Deposits, displays detailed record of all depositsreceived. 

| CMD 9 | ClosePending. 

\ CMD 10 | CC (Credit Card) Approval. 

1 CMD 1 1 I CK (Check) Approval. 
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Closing Procedure - Calendar Day 



Screen 3 - continued 



CP 
I y 



** 

M 

•a 

13 



CLOSING TICKET # 999011 
Total Charges 

Less Deposits 

Less Amount Billed To 
Balance Due 



For Renter SMITH* ROBERT* 

89.95 

.00 0 # Of Deposits 
89.95 ■ Your Name** 
lO.OS^) Refund 



Settlement Of. Balance Due 
Paid <TpO_ By_CasS^ 
.00 By Check 
.DO By Credit Card 

.00 To Cust# 

.00 To Cust# 



Bill 
Bill 
Bill 



A/R Description 
A/R Description 



.00 



name 
Attn 



<Last*First*) TTL 



Street 
City 



Charge 
Charge 
refund" 



. Home Phone 000 000 0000 

■ A/R Description 

.00 To Account Unit # 

.00 To Account Unit It 

"ToToT ~By" Cash X Or Check _ n 



ST Zip 



Office Phone 000 000 0000 



Desc 
Desc 



01053 



I 



'Ond ii- Exit V %: -Qnd2=Cust\L±s:t Cmd5=Internal Accts Cmd8=Deposits CmdlO=CC Apprvl 
Cmd3=Restart Cmd4-ID List Cmd6=Callbk. Detail Cmd9-ClosePnd Qndll=CK Apprvl 

^ — 



The total charges for this rental ticket are shown. There is also an amount that is to be billed to a third 
party - Your Name. An amount due may or may not be shown. 

( ' 1 

If there is an amount due, key the amount in the field before "By Cash." Key your 5-digit Employee j 



Number. 



it P If there is a refund due, key the refund amount next to "Refund" and X cash. Key your 5-digit j 



Employee Number. 



1 ENTER | to accept the information and close the ticket. RALPH will receipt the cash you accepted 
from the customer and bill the third party, Your Name, for their amount. 
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Now, close the ticket from Exercise 3 - Open a Ticket, 24 hour. 

On the ECARS Training Menu Screen, key Option 5 and the Ticket Number [ENTER | 
Screen 1 will appear. 

13 

\ ^Section 1 - Closing Ticket # 



1= 

* 

fy 



m 

M 
CO 

a 
a 



CIip«IOT^TICKET# ^ ; 060994 * : Fo r enter SMITH* BOBERT* 

0950. AM 

-Hi Lit wi^^^^M^^f^:^ : . J-.r v~ . • ■■ : : "" ' 

*J^"t'::i^ ; Unit - .Start End . 

Wri&$§^^ ."Start.:; -End 

S&eS^ .00./; 
Xjaeti^ •••• • .Drop; Charge . 00 

i^uia^^ • ' - ,;;::V - : - • " : ' " - 

Address ' _ .v v ' 

: H ? ?^&?r:^ ■'■ X r ' ^.ty ; . ' • • ■ ■■■ : ST _ ./Zip- •••> " • 



»^^4^tj^^ V :.;v^gijProm^pate ,000000 ;■ : : Time , 0OOO--OO :., 



Max U^UnS^ ^V-'^A^^^ .-^5i^^"jl^v '."^ ^VS^Cl^te : ^-000000... ; ;Tinie/:0OO0 uOp; 

^t^'^ ; v ...00-Per : ^Day.V : ■ 

■ /"■ ; -^ot^::toceed " -5 .00 Total) 

h"^i>0 ■■ Description ; : ■' • • ' 



:Cind4?=XD; : iLgt:^Cc^ Rptj^rodS^Ciose :gendlnc^ ) 



1. Key Start and Ending mileage for each unit. 

2. Key an "X" in the selection field designating the unit returned to the renting branch. 

NOTE: To "Close Pend" a ticket the Dateline, Mileage, and Last Location are the only pieces of 
information that are required. 



Press CMP 9 to "Close Pend" the 24-hour ticket. The following Pop-Up Window will appear on the 



above screen. 



.: , CLOSE PENDING 
'. Comment '• : • '• " •" ; Emp# 



; : £>o V^ou , before pending? N 

'Cmdl^Exit ;j;.Cmdl2=Frevious 



On the comment line, key "waiting for final payment" as the reason for Close Pending the ticket, 
key your Employee Number in the Emp# field. 



TAB RIGHT 



If you want to calculate Charges/Receipt deposits before pending the ticket, key Y-Yes (all daily charges 
on Screen #2 will appear). For this exercise, key N-No. 



Press |ENTER| to accept Close Pending information and return to the ECARS Training Menu Screen. 
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Now, let's "unpend" the same 24 hour ticket previously pended. 



On the ECARS Training Menu Screen, key Option 5 and the Ticket Number [ENTER 1 
Again, Screen 1 will appear. 

Section 1 - Closing Ticket # 



CLOSTHG TXCKET# 060934 For Renter SMITH* EOBKRT* 

'"'Charges ./End -On Date . 061094 Time 0950 AM 

Unifc:PB0&27 Start'. 0 : End X50 Unit : Start 

Unit : : Start' End. ^Unit . . " . Start 



.End 
£nd : 



Fuel: Charges 6 : 7 ; 00 Per RENTAL 

Laet^Unit. Returned:*Here ./X y--.Or- To - : - • ' ' •-' • 

Mlsc Charges/Refundabl e .. Expenses _ (X if app 1 i cable ) 



Amount '.To JBe> ^Charged -• ' ^OGv - 
;^:-, ; ^>Drop Charge 



Bill To (Y/N) K Cust# 



Uame 

Address 
City _ 



Curr' Ex t. 091194 , /per.. ... . 

Billing; i>at«» ^If f ) . 

Max v :Amt 0 . /; -Vi-; ■ • 



ID/Attn 



_St Zip_ 



From: Date 08^94 v:Time 0937;.:AM : 
To .Date :091194 •> Time. -0950. AM 



.00 



"TV / ■'5^- : ; ' /ON-PEND TICKET 

; iress Ziiter .ito ;Confirm that you /wish. -tb^Un-Pend this Daily Rental Ticket. 

Emp# ] 

,Cmctt=Ex'it • : Cmdl2=Previous ■ 



Cmd2=Cst Lst v: 
Cmd4=ID iat 



tfe- ' 

Cn^6^CaIlback Detail Cmd7=AAI Gmd8=Accident Rpt QQwi9=Un-Pend 1^) 



Press CMP 9 to "Unpend" the ticket. 



Key your Employee Number in the Emp# field. Press [ENTER | to confirm that you wish to unpend the 
ticket. The ECARS Training Menu Screen will return. 



Turn to the following page to close the 24 hour ticket as normal 
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Follow these steps to permanently close the ticket from Exercise 3 - Open, 24 hour. 

On the EC ARS Training Menu Screen, key Option 5 and the Ticket Number [ ENTER 1 
* ^Screen 1 will appear. 

W 
f = 

^Section 1 - Closing Ticket # 

** ■ — — ™ — — — " ■ ' -\ 

JillcitfS^ :! 

«L Verify the Ticket # and Renter Name. 

?T2. Adjust the Date, if necessary, by keying directly over the information displayed. 

io 

o 

Section 2 - Mileage 

:Xtoir :; ZPi^H^ ZPPAItf Start- .13472 -End .13550 

-^^tiW .- --Start; -r;;" ; \£nd 

•Eti^'iciir^ '/RENTAL :. : ■ :f^mtl^3e' ^Charged--^^ 



iafit^unit;^ X. Or To ' * " ; ' ----- ' v. " " ' • . " ... . / Drop.: Charge -00 



IjOO V ; ; UIU. I. .'IVC lew : : ut*. ^ : w "- - T . . 

1^;=^ * -applicable ) '. -3URCHG •-. /DAY.: ^ 

1. Key the Starting and Ending Mileage for each unit. 

2. Key the Fuel Charge as designated by your Group. 

3. Key an "X" in the selection field designating the unit returned to the renting branch. 
Section 3, 4 and 5 do NOT require any information - there is no third party billing on this ticket. 

| ENTER | to accept information and advance to Screen 2. 



NOTE: You may see an error message requesting the mileage be confirmed. Because this is 
a training program, you may key an "X" in the selection field for mileage confirmation without 
updating any files. For everyday branch use - you must verify the mileage you keyed is correct 
before confirming that mileage. 
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Screen 2 



ACCEPT (A) or 

062394 


RECOMPUTE (R)(^A^) 

Miles Hours Days 


Weeks 


Months 


Cmdl- 
Waiver 


=Exi t Cmd7=AAI , 
PAI Special 


0842 AM 
:062494 
0800 AM 


$ 


2 

Rfltel 24.95 
49. 90 






2 

9 . 00 
18.00 


1.00 
2.00 




= 062 494 












1 




0800 AM 
■062594 
,1004 AM 


# 


1 

Rate 2 32.99 
32.99' 






1 

9. 00 
9.00 


1.00 




000006 
















0000 :• 


# 














000000 
















000000 
















0000 .' 


# 














000000 


e 














TOTALS* 


$ 


.00 .00 82.69 


.00 


.00 


27 . 00 


3.00 


.00 

TOTAL. 


: - S iir Cha r ge .ft 
Surcharge ; : 


5-850 ,. Gas V 7.00 
4 . 85 Drop - 00 


Disc 6 
Misc 


Q * 
.00 


Cmd3=Restart 


121.74 
















" J 



Screen 2 breaks down each rate charged on the ticket. 

Key an "A" to accept the charges. Write down the charges on the rental ticket if available. 



ENTER to advance to Screen 3. 



CMD 1 



Exit to Main Menu. 
Restart. 

CMD 7 AA1. Access Inquiry Programs. 



CMD 3 
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Screen 3. Reference page 9-6 for full screen example. 



^Section 1 - Closing Ticket Number 

\2 



= |;CXetfniG^ SMITH* ROBERT* 

^ | ijXtep^s-iti s . C-^S .200.00 : :1 # ;Of ; Deposits 

: *J± j^Ba^^ -'" 

M The total charges are shown. This contract has a $200.00 credit card deposit. Normally you would refund 
- A bv credit card. Just for this example, refund the customer by check! 

CO J 

ii 

tj ■ 

Section 2 - Settlement of Balance Due 

j^Biii® '■ — 

• l"' ; v:'Blii:^/ : .'. : ^ '^^i0^6^Cxiai¥:' " Description 



:-Bilfc;^:::v->S^ " " • ' - (Last* First* ) TTL- 

' #'^W:tn v- : A. - 

Street " -- " -V ■ " . : . - - 

ST Zip 



Home Phone 000 000 0000 Office Phone 000 000 0000 
:A/Tt^;De!s crip txon : : 



lv<3iarge^ _ Unit: J Desc 

j": .; • Charge--^"--:/; ; '^fe-^PiA£ co jfiL _r»— - — — ' Desc 

\^^£I~^M^2^my Cash _ Or ~ChecJc ;X 2 -Tj : 
j-1.finp# . '\.> : OaOSo' ; ,3 : . J 



1. In the Refund field - key the amount to be refunded to the customer. 

2. Key an "X" in the Check selection field. 

3. Key your Employee Number. 



ENTER I The following Check Refund Request screen will appear (see page 9- 13). 
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Check Refund Request 



CHECK REFUND REQUEST 



RENTER: SMITH* ROBERT* 
123 MAIN STREET 
ANYTOWN 



MO 63124 



Amount : 



78,26 



Pay To; 

Cust # 999999 
1 Name .SMITH* ROBERT *_ 

Address 



123 MAIN STREET^ 
ANYTOWN 



MO 63124 0000 



2 Reason overpayment - 3200. 00 deposit. 



3 Special Instructions 

Hold Check - Customer will pick up. 




The name and address of the renter will be displayed along with the amount of the refund. 

1. If the check should be made payable to another party, key the information in the Pay To section. 

2. Key the Reason for the refund (overpaid, etc.). 

3. Key any Special Instructions (customer will pick up check, etc.). 
1 ENTER | to accept the information and close the ticket. 



CMD 1 



CMD7 



Exit to Closing Ticket Screen 3. 
AA1. Access Inquiry Programs. 
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J day rental 

Unit returning to the renting branch 
Customer paying by check 



Close the ticket from Exercise 4 - Open a Ticket, Specials Use the following information. If you have 
Oany questions about a field, look back through the previous pages _ 

•si 
m. 

3BS= 
Si 

ly 3 day rental 

o 

m 

i* 

m 
« 



Congratulations! 
You have now successfully closed all three rental tickets you created. 
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EXERCISE 10 CASH MANAGEMENT 



The Cash Management Option - Option 15 on the ECARS Training Menu - provides important 
information reearding Credit Card and Check approval procedures. It also includes a cash summary 
option that will allow you to balance the summary created while you opened and closed rental tickets in 
the previous exercises. 



On the ECARS Training Menu, key Option 15 1 ENTER] The following screen will appear 



CCRT15-01* 



CASH MANAGEMENT 

1. Credit Card Approval. 

2 . Check Approval 

3. Cash Summary 




Cntdl=Exit Crad*?=AAI CmdI2= Previous 



m 



Key Option 1 - Credit Card Approval I ENTER) . Carefully read the two screens displaying credit card 
approval "Things to Know". 



Do the sam e for Option 2 - Check Approval. Become familiar with the [CMDlo] = CC Approval and 
\ CMP 1 1 1= CK Approval windows, then move on to Option 3 - Cash Summary. 



CMD 1 



CMD 7 



Exit to Main Menu. 

AA1. Access Inquiry Programs. 



CMD 12 Previous Screen. 
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OPTION 3 - CASH SUMMARY 



in 



Key Option 3 for Cash Summary I ENTER I . The "Things to Know" screen will appear. Read it carefully, 
then press 1 ENTER! to advance to the Cash Summary Screen. 



Employee # 



. * *."xCASH * : *: CHECK- SUMMARY ***** 1 
ffeke. Adjustsnent Line 0000 



r vl -3 *. V Cas h/Check ;:pepofi i t 



Total : Cash in . Box 

:pis signed .Cash CBox « Amount 
■^Chi^s^tb^fae'fRei.iTiharsed • 

Chits : foo^ema 1.7) 'In :Box 
•t x Tot»i^Cli«ck«^o, Deposit ; 



.00 



*.oo 

.00 

^20 



I CREDIT CARD : ' SUMMARY ***** " '.2. -V' " 
; ;i £ " ': VCredi t :.Ca r d :' .-Review 



^aacil^ExitxCmdg jPetty :Cash:-C^7«AAi Help 



Customer. ;# 



The screen is broken down into 2 major sections. 

1 . Cash and Check Summary: This section allows you to select for review the cash and check entries made, 
make line adjustments and balance the summary and cash box. 

2, Credit Card Summary: This section allows you to select for review the Credit Card transactions that 
have been made. RALPH generates the credit card deposits automatically each night. This section 
is NOT used for this exercise. 



1 CMP 1 I Exit to previous screen. 



CMP 6 1 Displays Petty Cash Screen. 

AAI. Access Inquiry Programs. 



CMD 7 



HELP 1 Provides On Screen Help Text. 
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CASH & CHECK SUMMARY -Selection J, CASH/CHECK DEPOSIT 



7 

fu 



: — ' - N 

I .. . Employee # 01053 | 

CASH 4 : CHECK SUMMARY ***** 1 



f ; ; -£ : : 2.i : Ma ke .: Ad jusBaent : ""Line 



f : -^<^I>-& - Ca^h/aecic-Abeposit:^;'- V.Tctal" -Cash- in - Box;-. ■ = ; :; 233 . 99, 3 

j-'^^;^'". :>:r : ^i;n : r^y:': •; ; Assigned', Cash; : /Box; : Amount... :10G.OO_ 4 

|;vv= V; -{' : r;/: : v "' " • Chits to be : ReitteurseoV : ' • ' .j 5 . 

I'V^^iV^J - S^v Cldtts. : . : :ta"- ^ - " ;;6 

v^:-^ Total Che cks ; to deposit " " 50.00_ , 7 



.J 



f3 | : ^*^ 

, .Customer # 



(Cradi^ Cash Xmd7=AAI Help 



1. Key your Employee Number. 

2. Key an "X" in the Cash/Check Deposit selection field. 

3. Key Total Cash Box amount. This is the total amount of cash in your box, including the assigned cash 
~ 13 box amount. Assigned cash box amounts vary from Group to Group. For this exercise, use the "Cash" 

total from the Cash/Check Review plus $100 00. 
^ 4. Key Assigned Cash Box amount -$100.00. ' - 

5. Chits to Reimburse. There are no chits for this exercise. 

6. Chits to Remain in the Cash Box. There are no chits for this exercise. 

7. Key the Total Checks to be Deposited. For this exercise, use the "Checks" total from the Cash/Check 
Review. 

B I ENTER 1 The screen will display a message verifying the cash and checks balanced and a copy of the 

Cash Summary will print from the Plainpaper Printer. 



: Checks Balanced - 



There are several other messages th at may b e displayed when balancing the cash summary. For a full 
display of error messages, press the 1HELP1 key. 
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This Page is Inserted by IFW Indexing and Scanning 
Operations and is not part of the Official Record 

BEST AVAILABLE IMAGES 

.Defective images within this document are accurate representations of the original 
documents submitted by the applicant. 

Defects in the images include but are not limited to the items checked: 

□ BLACK BORDERS 

□ IMAGE CUT OFF AT TOP, BOTTOM OR SIDES 

□ FADED TEXT OR DRAWING 

j9 BLURRED OR HXEGIBLE TEXT OR DRAWING 
/□ SKEWED/SLANTED IMAGES 

□ COLOR OR BLACK AND WHITE PHOTOGRAPHS 

□ GRAY SCALE DOCUMENTS 

□ LINES OR MARKS ON ORIGINAL DOCUMENT 

□ REFERENCE^) OR EXHD3IT(S) SUBMITTED ARE POOR QUALITY 

Q other; . , \ - • 

itoi&ES ARE BEST AVAILABLE COPY. 
As rescanning these documents will not correct the image 
problems checked, please do not report these problems to 
the IfW Image Problem Mailbox. 



